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IjUITED  states  DEPARTi^ZEL'T  OF  AGRICULTURE 
Director  of  Inforication 


April  28,  19Ug 


/v   INFORI'IATION  I-'IEMORAITDUl^  NO.  1 


Until  further  notice,  J.  H,  McCormick  will  "be 
responsible  for  the  duties  of  the  Dis trihution  Control 
Officer,  as  Patrick  We  Condon  has  "been  detailed  to  the 
Office  For  Food  and  Feed  Conservation, 

Miss  Helene  Kause  and  Mrs.  Hazel  Deutsch  will 
handle  routine  requests  for  copies  of  materials  from 
other  agencies,  or  information  on  publications  which 
have  "been  received  for  ordinary  handling. 
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H  UNITED  STAPES  DEPARTMEIW?  OF  AGRICULT13RE 

Director  of  Information 
Washington 

July  8,  1948 

INFOEMATION  MEMORMDIM  NO,  2 


Requests  for  information  on  Annual  Reports  for  fiscal  year  19^^-8  are  beginning  to 
come  in.    To  forestall  the  necessity  for  these  as  much  as  possible  and  to  attempt 
to  remove  any  uncertainties  about  these  reports,  I  am  giving  you  the  information 
below, 

1.  The  appropriation  for  printing  and  binding  is  somewhat  larger 
for  this  year  than  it  was  last,  but  increased  printing  costs  will 
in  general  have  the  effect  of  holding  our  published  output  in 
19^^-9  about  where  it  was  in  19^8. 

2.  Title  3,  paragraph  h\  of  the  Department  Regulations  will  be 
our  basic  guide,  with  the  added  understanding  that  illustrations 
will  be  confined  to  uncolored  maps,  drawings,  or  charts,  and  that 
photographs  will  not  be  used. 

3.  The  length  of  reports  should  be  no  greater  than  last  year, 
unless  there  is  strong  and  exceptional  reason  for  an  increase  in 
special  cases.    If  there  was  a  reduction  of  function  or  activity 
during  the  year,  the  report  should  be  accordingly  shortened. 

if.    Tables  of  contents  may  be  used  if  deemed  necessary, 

5»    There  is  no  law  requiring  that  Annual  Reports  of  all  bureaus 
be  printed.    They  are  required  to  be  prepared,  however,  and  sub- 
mitted to  the  Secretary,  who  will  determine  which  ones  may  be 
printed. 

6.  Reports  not  printed  may  be  mimeographed  if  deemed  necessary, 

7.  Those  which  are  to  be  printed  will  be  editorially  reviewed  in 
this  office, 

8.  Special  pains  should  be  taken  to  make  certain  that  all  the 
information  reported  is  clearly  based  oniesults  obtained  from 
projects  definitely  authorized.    Annual  Reports  are  scrutinized 

\  often  in  relation  to  authorized  functions,  funds  requested  for 

carrying  on  the  work,  appropriations  granted,  and  results  reported, 

\  9»    The  date  prescribed  by  law  for  submitting  the  reports  to  the 

\  Secretary  is  September  15*    If  a  bureau  or  agency  runs  Into  dif - 

\         ficulties  and  finds  it  impossible  to  meet  that  date,  this  Office 
should  be  notified  as  soon  as  the  delay  is  known,    A  later  date 
may  then  bo  approved  if  Justified, 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
n  XST)   ^3  Office  of  the  Director 


January  12,  19^9 

OEEICE  OF  IHFORIIATION  1»I0RA1^DUI4  1^0.  3 

To  make  more  time  availa"ble  to  Mr,  McCormick  for  increased 
responsibilities  in  decentralization  of  the  Department  printing 
fund  and  to  compensate  for  the  added  responsibilities  he  has  had 
since  taking  over  immediate  supervision  of  budget  and  management 
work,  the  Motion  Picture  Service  will  be  under  the  supervision 
of  the  Associate  Director  of  Information,  R«  L,  Webster,  until 
further  notice. 

Mr,  Webster  will  alsc  be  responsible  for  coordinating 
Motion  Picture  Service  and  Radio  Service  film  activities  relating 
to  television.    He  will  continue  to  manage  the  Press  Service  and 
Special  Reports  along  with  this  now  assignment. 


/  oerve 


imTED  STATES  DEPARTMMT  01  AaRICULTURS 
Office  of  Information 


January  lU,  19^9 


Office  of  Information  Memorandum  No.  U 


The  Information  and  PulDli cations  Desk 


The  work  and  functions  of  this  unit  formerly  located  in  the  Patio  of  the 
Ad-oinistration  Puilding  have  been  moved  to  Rooms  100  and  lOU  of  the  same 
"building.  This  Office  in  its  new  location  will  still  be  responsible  for 
handling  subject  matter  inquiries,  whether  by  telephone  or  in  person. 

In  addition,  this  Office  will  continue  to  supply  froc  copies  of  available 
publications  to  the  public,  and  for  reference  purposes  to  officials  of  the 
Department  who  call  or  send  for  thcm»     Copies  of  publications  cannot  be 
furnished  in  quantity.     The  unit  vn.ll  continue  to  act  as  a  sales  agency  for 
the  3T3pcrintendent  of  Documents  on  publications  which  can  be  obtained  only 
by  purchase. 

Frequently ,  persons  from  the  outside  desiring  to  attend  FiOetings  or  conferences 
scheduled  by  bureaus  and  agencies  of  the  Department,  inquire  in  person  or  by 
telephone  for  information  concerning  the  place  of  meeting  '^r  for  direction 
to  the  conference  rem.     In  order  to  be  of  a,ssi stance  t-^-  the  visitors,  it 
would  be  helpful  if  the  staff  of  the  unit  could  be  advised  in  a.dvancc  of  these 
meetings*    The  information  could  be  supplied  either  by  nen^randura  or  by 
telephone  to  Mrs*  Clay  or  any  of  her  staff  on  extension  2791* 

This  unit  was  established  for  the  purpose  of  handling  inquiries  promptly, 
courteously  and  with  as  little  inconvenience  as  possible  to  the  person  r.aking 
the  inquiry.     They  would  not  be  a'^^-le  to  accomplish  this  were  it  n'^t  for  the 
cooperation  of  the  various  offices  of  the  Department,    Appreciation  is  expressed 
to  bureaus  for  its  willingness  and  helpfulness  in  supplying  answers  to  specific 
questions  that  arise  from  tim.o  to  time  tr  the  group  on  duty  there. 
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UNITED  STATES  DEPARTIffiKT  OF  AGRICULTUEE 
»^  Office  of  Information 


Eebruary  2U,  19U9 


OFFICE  OF  IKFOPJ^ATION  l-CBMORANDUM  NO.  5 

It  has  iDeen  suggested,  in  connection  with  the  Management  Im- 
provement and  Manpower  Utilization  program,  that  outline  maps  of  the 
United  States  used  in  publications  or  releases  should  show  the  name 
of  the  State  in  one  of  the  lower  corners  of  the  space  within  each 
State  "boundary* 

Since  this  will  involve  no  additional  expense  except  the 
original  cost  of  preparation,  this  suggestion  can  prohahly  "be  adopted 
in  many  places.     It  is  recognized  that  there  will  be  cases  where 
the  full  space  within  the  State  boundary  might  be  needed  for  repre- 
sentation of  statistical  data,  or  the  State  name  might  interfere 
with  some  coloring  schemes  or  otherwise  tend  to  lessen  the  desired 
visual  effect. 


State  outline  maps  used  in  publications  and  releases  should  show 
the  name  of  the  respective  States* 


Where  there  would  not  bo  such  intcrferencr ,  we  suggest  that 


Keith  Himebaugh 
Director  of  Information 


if 


UNITED  STATES  DEPAHTMENT  OF  AGRICULTURE 
Office  of  Information 
Washington 

July  15, 
INFORI^ATION  MEMORANDUM  NOc  6 


The  following  information  is  to  answer  requests  about  details  of  Annual 
Reports  for  the  fiscal  year  19U9: 

le    Funds    available  for  printing  are  nov/  included  in  agency  appro- 
priaticnsn  hut  increased  printing  costs  should  "be  considered  in 
planning  annual  report So 

2.    Title  33  paragraph  Ul  of  the  Administrative  Regulations  of 
the  Department  will  "be  our  basic  guide,  with  the  added  under- 
standing that  illustrations  will  be  confined  to  uncolored  maps, 
drawings,  or  charts,  and  that  photographs  will  not  be  used. 

3»    Reports  should  be  as  concise  and  brief  as  possible  and 
should  be  no  longer  than  last  year 5  unless  there  is  strong 
and  exceptional  reason  for  an  increase  in  special  casesc  If 
there  was  a  reduction  of  function  or  activity  during  the  year, 
the  report  should  be  accordingly  shortened, 

U.    Tables  of  contents  may  be  used  if  deemed  necessary. 

5,    There  is  no  law  requiring  that  Annual  Reports  of  all  bureaus 
be  printedo    They  are  required,  to  be  prepared,  however,  and  sub- 
mitted to  the  Secretary,  who  will  determine  which  ones  may  be 
printed. 

6»    Those  which  are  to  be  printed  will  be  editorially  reviewed 
in  this  Office. 

Yo    Special  pains  should  be  taken  to  make  certain  that  all  the 
information  reported  is  clearly  based  on  results  obtained  from 
projects  definitely  authorized.      Annual  Reports  are  scrutinized 
often  in  relation  to  authorized  functions,  funds  requested  for 
carrying  on  the  work^  appropriations  granted,  and  results  re~ 
ported« 

The  date  prescribed  by  law  for  submitting  the  reports  to 
the  Secretary  is  September  15.     If  a  bureau  or  agency  runs  into 
difficulties  and  finds  it  impossible  to  meet  that  date,  this 
Office  should  be  notified  as  soon  as  the  delay  is  known.  A 
later  date  may  then  be  approved  if  justified*    However,  we 
should  be  careful  to  prevent  delay  that  will  cause  any  sur- 
chai'ge  on  regular  printing  charges  because  of  last  minute 
rush  or  poor  copy. 

Keith  Himebaugh 
Director  of  Information 


UNITED  STATES  DEPAHTWT  OF  AGRICULTURE 
Office  of  Information 
Washington 

■  August  5,  19^+9 

INFORMATION  MEMORANDUM  NO.  7 

On  July  Ij  19U9  the  Office  of  Information  was  informed  TDy  circular  letter 
from  the  Government  Printing  Office  that  demands  for  extraordinary  printing 
services  can  possibly  result  in  a  surcharge  of  25  percent  in  printing  bills 
Pertinent  excerpts  of  the  letter  follow; 

,  .increasing  demands  for  fast  service "have  adversely 
affected  the  cost  of  composition  due  to  the  necessity  for  spe- 
cial handling,  or  the  performance  of  many  production  steps  at 
night  rates,  and  in  numerous  instances  it  requires  us  to  keep 
workers  and  machines  alike  in  a  standby  capacity.    Those  agencies 
not  requiring  this  type  of  service  are  penalized  both  by  increased 
composition  costs  and  by  delinquent  delivery  schedules^ 

<^¥e  fully  appreciate  the  necessity  of  occasional  demands  for  this 
type  of  service,  and  in  an  effort  to  allocate  the  additional  cost 
of  this  service  properly,  effective  July  1,  19U9  a  surcharge  of 
25  percent  will  be  applied  to  all  rush  work  which  requires  spe- 
cial handling,  or  which  cannot  be  produced  without  unbalancing 
production  schedules  already  assigned  to  work  on  hand«, 

"On  those  Jobs  falling  in  the  stirchaxge  category,  the  ordering 
department  or  agency  will  be  notified  and  afforded  the  opportunity 
of  extending  the  delivery  request,  thereby  eliminating  the  neces- 
sity for  the  additional  charge o    It  will  be  to  the  advantage  of 
the  requisitioning  agency  to  plan  its  v/ork  as  far  in  advance  as 
possible  to  avoid  the  surcharge  and  assist  in  the  ultimate  re- 
duction in  the  cost  of  composition  through  more  liberal  schedules* 

"A  penalty  charge  also  will  be  placed  against  all  copy  of  an  un- 
satisfactory nature.    Copy  containing  excessive  insertions,  dele- 
tions, or  transpositions,  illegible  photostat  copy  and  hand-written 
copy    will  be  considered  as  objectionable  and  the  penalty  will  be 
applied  on  a  percentage  basis  to  compensate  for  the  reduced  pro- 
duction and  the  resulting  unit  cost  of  composition.    The  agency 
will  be  advised,  if  possible ,  of  the  objectioxiable  nature  of  the 
copy  Find  it  may  be  returnedg  if  the  agency  wishes,  for  retyping© 
It  is  hoped  that  by  this  procedure  our  basic  composition  rate  may 
be  adjusted  so  that  agencies  supplying  clear  and  legible  copy  will 
not  have  to  share  the  cost  of  typesetting  from  objectionable  manu^ 
script e 

"Estimates  provided  after  July  1  will  reflect  these  surcharges." 

We  requested  the  Government  Printing  Office  to  furnish  us  information  as  to 
the  time  needed  to  produce  certain  Jobs  without  incurring  additional  costs. 


2  - 


As  that  Office  cannot  for  see  what  its  voliiiae  may  te  from  day  to  day  and  what 
demands  may  be  made  by  numerous  departments  it  is  reluctant  to  furnish  print- 
ing schedules  a    'In  order  to  assist  bui*eaus  in  planning  their  printing  needs, 
if  the  follov/ing  schedules  are  followed  we  feel  quite  sure  there  will  be  no 
danger  of  the  surcharge: 

llew  Job  printing  orders  with  press  runs  up  to  and  including 
500,000  copies  delivery  in  JO  days. 

Reprints  from  existing  plates  in  quantities  up  to  5^0,000  copies 
delivery  in  60  days. 

Publications  averaging  32  pages  including  Illustrations  with 
press  runs  up  to  5O5OOO  copies,  galley  proof  in  6  weaksj  page 
proof  in  3  weeks,  delivery  5  weeks  after  return  of  final  page 
proof.    To  each  additional  32  pages  add  2  weeks  to  tiire  for 
galley  proof  and  1  week  for  delivery© 


Keith  Himebaugh 
Director  of  Information 


UNITED  STATES  DEPARTtlENT  OF  AGRICULTURE 
Office  of  Information 


MAIN  LIBRARY 
DOCUMEMTS 

U  S  DEPT  OF  AGRICULTURE 
DIM        WASHINGTON  D  C 


Oc  toiler  13,  19U9 


OPFTCE  OF  INFORMATION  MEIviORANDUH  NO.  S 

Effective  Octoljer  2,  19^9,  Harris  T.  Baldwin 
will  "be  in  charge  of  Exhibits,  to  replace  Joseph  W» 
Hiscox  who  retired  on  September  3^*  19^9« 


Director  of  Information 


UNITED  STATES  lEPARTl^IENT  OF  AGRICULTu'KS 
Office  of  Information 
Washington 

July  lU,  1950 

IHB'ORMTIOInT  m^OEAUDTJM  NO,  9 

This  information  is  to  answer  requests  abont  details  of  Annual  Reports 
for  the  fiscal  year  195O: 

1.  Title  3»  paragraph  Ul,  of  the  Administrative  Regulations  of 
the  Department  '/ill  "be  mr  basic  guide,  with  the  added  under- 
standing that  illustrations  will  "be  confined  to  uncolored  maps, 
drawings,  or  charts,  and  that  photographs  will  not  be  used. 

2.  Reports  should  be  as  concise  and  brief  as  possible  and 
should  be  no  longer  than  last  year,  unless  there  is  strong 
and  exceptional  reason  for  an  increase «    If  there  was  a  re- 
duction of  function  cr  activity  during  the  year,  the  report 
should  be  accordingly  shf)rtened» 

3.  Tables  of  contents  ma,y  be  used  if  deemed  necessary. 

There  is  no  law  requiring  tha.t  Annual  Reports  of  all  bureatis 
be  printed.    They  are  required  to  be  prepared,  however,  and  sub- 
mitted t©  the  Secretary,  wh©  will  determine  \Aiiich  ones  may  be 
printed. 

5.  Th©se  which  are  to  be  printed  will  be  editoria,lly  reviev/ed 
in  this  Office. 

6.  All  the  information  reported  must  be  clearly  based  on 
results  obtained  from  projects  definitely  authorized^  Annual 
Reports  are  scrutinized  ©ften  in  relation  to  authorized  functioas, 
funds  requested  for  carrying  on  the  work,  appropriatioJis  granted, 
and  results  reported. 

7.  The  date  prescribed  by  law  for  siibmitting  the  reports  to 
the  Secretary  is  September  I5.     If  a  bureau  or  agency  runs  into 
difficulties  and  finds  it  impossible  to  meet  that  date,  this 
Office  should  be  notified  as  soon  as  the  delay  is  known.  A 
later  date  may  then  be  approved  if  justified.    However,  we 
should  be  careful  to  prevent  delay  that  will  cause  any  sur- 
charge on  regular  printing  charges  because  of  last  minute 

rush  or  poor  copy. 


Keith  Himebaugh 
Director  of  Information 


Q8GC?  '•vi?H8nO 
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Office  of  Information 
Washington 


July  17,  1951 


INK)maTIOH  ME^ORAHDITM  NO*  10 


HhiB  information  is  to  answer  requests  atout  details  of  Annual  Reports  for 
the  fiscal  year  19515 

1«    Title  3,  paragraph  Ul,  of  the  Administrative  Regulations  of  the 
Department  will  he  our  basic  guide j  with  the  added  understanding 
that  illustrations  will  be  confined  to  unco lo red  maps,  drav/ings,  or 
charts,  and  that  photographs  v/ill  not  be  used. 

2,    Reports  should  be  as  concise  and  brief  as  possible  aJid  should  be 
reduced  to  less  than  the  averat^e  length  for  the  last  five  years  in 
the  interest  of  paper  conservationo     If  there  was  a  reduction  of 
function  or  activity  during  the  year,  the  report  should  be  accordingly 
shortened© 

3*    Tables  of  contents  may  be  used  if  deemed  necessary. 

U,    !I!here  is  no  law  requiring  that  Annual  Reports  of  all  bureaus  be 
printed.     They  are  required  to  be  prepared,  however,  and  submitted 
to  the  Secretary,  who  x^ill  determine  which  ones  may  be  printed. 

5«    Those  which  are  to  be  printed  will  be  editorially  reviewed  in 
this  Office. 

6.  All  the  information  reported  must  be  clearly  based  on  results 
obtained  from  projects  definitely  authorized^    Annual  Reports  are 
scrutinized  often  in  relation  to  authorized  functions,  funds  re- 
quested for  Carrying  on  the  i/ork,  appropriations  granted,  and  re- 
sults reported* 

7,  The  date  prescribed  by  law  for  submitting  the  reports  to  the 
Secretary  is  September  I5.     If  a  bureau  or  agency  runs  into  diffi- 
culties and  finds  it  iiirpossible  to  meet  that  date,  this  Office  should 
be  notified  as  soon  as  the  delay  is  known,    A  later  date  may  then  be 
approved  if  justified.    However,  we  should  be  careful  to  prevent 
delay  that  will  cause  any  surcharge  on  regular  printing  charges  because 
of  last  minute  rush  or  poor  copy. 


M  .  La  DuMars 

Acting  Director  of  Information 
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UNITED  STkTBS  DEPAETMEJNT  OF  AGRICULTURE 
Office  of  Ini'orraation 
Washington 


August  20,  1952 


INFORMATION  I^IEMORAIIDUl^l  NO.  11 


This  information  is  to  answer  requests  about  details  of  Annual  Reports  for 
the  fiscal  year  19^2, 

1.  Title  3,  paragraph  kl,  of  the  Administrative  Regulations  of  the 
Department  will  be  our  basic  guide,  with  the  added  understanding 
that  illustrations  will  be  confined  to  uncolored  maps,  drawings, 
or  charts,  and  that  photographs  will  not  be  used. 

2,  Reports  should  be  as  concise  and  brief  as  possible  and  should  be 
reduced  to  less  than  the  average  length  for  the  last  five  years  in 
the  interest  of  economy.    If  there  was  a  reduction  of  function  or 
activity  during  the  year,  the  report  should  be  accordingly 
shortened. 

3»    Tables  of  contents  may  be  used  if  deemed  necessary. 

Tliere  is  no  law  requiring  that  Annual  Reports  of  all  bureaus  be 
printed.    They  are  required  to  be  prepared,  however,  and  sub- 
mitted to  the  Secretary,  who  will  determine  which  ones  may  be 
printed. 

5.  Those  which  are  to  be  printed  will  be  editorially  reviewed  in 
this  Office. 

6.  All  the  information  reported  must  be  clearly  based  on  results 
obtained  from  projects  definitely  authorised ,    Annual  Reports 
are  scrutinized  often  in  relation  to  authorised  functions,  funds 
requested  for  carrying  on  the  work,  appropriations  granted,  and 
results  reported. 

7.  The  date  prescribed  by  law  for  submitting  the  reports  to  the 
Secretary  is  September  I5.    If  a  bureau  or  agency  runs  into  diffi- 
culties and  finds  it  impossible  to  meet  that  date,  this  Office 
should  be  notified  as  soon  as  the  delay  is  known.    A  later  date 
may  then  be  approved  if  justified.    However,  we  should  be  careful 
to  prevent  delay  that  \7ill  cause  any  surcharge  on  regular  print- 
ing charges  because  of  last  minute  rush  or  poor  copy. 


AUGi  9  1952 


M.  L.  DuMars 

Acting  Director  of  Information 


« 


« 


11  hUjo.  /ff  3j 


UNITED  STATES  DKPAEPMaTT  OP  AGRICULTURE 
OFFICE  OF  IKFOmTION 
Washington 


INPOmTIOlT  MEMORANDim  NO*  12 


The  publications  warehouse  of  the  Office  of  Information  has  "been 
moved  from  501  -  26th  Street,  H#  W»i  Washington  25>  D.  C*  to  a 
new  location  in  the  subhasement  of  the  1st  Wing,  South  Building. 
All  mail  or  publications  formerly  addressed  to  the  26th  Street 
address,  including  processed  material  from  agency  field  offices, 
should  now  be  addressed  tot 


Publications  Stockroom 
Office  of  Information 
South  Building 

U«  S.  Department  of  Agriculture 
Waehington  25,  D.  C. 


//  J.  H.  McCormick 
Actil'^g  Director  of  Information 


UNITED  STATES  DEPARTMEITT  OF  AGRICULTURE 

OFFICE  OF  ii:form/\tion 

W£3shington 


I         SEP  11  August  lU,  1953 

U.  S.  PEPART!^..-  il-3F0RM/^.TI0ir"MEMQR.\mM  IJO.  13  ' 


^         We  greatly,  appreciate  the  cooperation  we  have  received  from  agencies  and  offices 
in  the  assembling  of  infomat ion  requested  in  my  May  15  letter  and  accomT)anylng 
'  ^'uestionnaire  on  annual  reports.    VJe  have  revieved  the  answers  carefixLly^  using 
some  of  the  information  as' backgrcund  for  this  memorandum^  and  will  continue  to 
use  the  information  in  following,  with  your  help,  the  most  economical,  effective 
procedures  of  h':vndling  annual  reports .    The  information  received  from  the  agencies 
reflected  , widespread  recognition  of  the  importance  of  annual  reports,  carefully 
considered  as  to  length,  content,  and  distribution . 

Follovring  are  g'aides  for  handling  annual  reports  covering  the  fiscal  year  1953^ 

1.  Title  3;  p^i'agraph  ^l(2)  of  the  Administrative  Regulations  of  the 
Department  will  be  our  basic  g-aide,  i^rith  the  added  understanding  that 
illustrations  will  be  confined  to  uncolored  maps,  drawings,  or  charts, 
and  that  photographs  will  not  be "used. 

2.  Reports  should  be  as  concise  and  brief  as  possible  in  the  interest  of 
economy.  If  there  was  a  reduction  of  function  or  activity  during  the 
year,  the  report  should  De  shortened  accordingly. 

3.  Agencies  are  urged  to  reduce  the  number  of  copies  and  length  of  their 
ap_nual  reports  in  accordance  with  their  answers  to  the  ^uestiorjiaire. 
If  a  report  has  been  running  over  64  pages,  please  give  special 
considerat-ion  to  the.  possibility  of  bringing  its  overall  length  down 
to  G\  -oages .    Any  number  of  pages  of  overall  length  that  is  an  even 
multiple  of  8  is  a  reasonably  efficient  size  from  the  standpoint  of 
presswork,  paper,  and  binding.    If  your  re  ort  has  been  running  at 

an  in-between  size,  release  try  to  get  it  down  to  the  next  lower 
multiple  of  8  (example,  cutting  from  36  pages  to  32  pages). 

There  is  no  law  re-'uiring  that  annual  re  ort s  of  all  agencies  be 
printed.    They  are  required  to  be  pre~'^ared,  however,  and  submitted 
to  the  Secretary,  who  will  determine  which  ones  may  be  printed. 

5 .    Those  which  are  to  be  printed  will  be  editorially  reviewed  in  this 
Office . 


6.    All  the  inform^^tion  reported  must  be  clearly  based,  on  results  obtained 
from  projects  definitely  authorized.    Annual  reports  are  scrutinized 
often  in  relation  to  authorized  functions,  funds  reauested  for  carry- 
ing on  the  work,  apr)ropriations  granted,  and  results  reT;>orted. 


-  2  - 


7.  The  Government  P"inting  Office  vishes  to  have  cooperation  from  the 
several  departments  through  uniform  handling  of  annual  reports 

vith  respect  to  page  size^  t;>Tpe  "oage,  type  face,  and  paper.  Accordingly, 
we  are  planning  on  the  saiae  uniform  annuel  report  format  as  in  the 
past. 

8.  The  handling  of  cover  pages  (self -covers)  should  be  in  keeping  -with 
the  need  for  uniform  economical  processing  of  annual  reports  at  GFO. 
Because  of  the  interest  of  some  agencies,  we  have  given  attention  to 
the  possibility  of  some  variations  in  cover  page  appearance  within 
the  framework  of  economical  and  efficient  handling.    Accordingly,  we 
are  attaching  sketches  of  three  sample  cover  page  treatments.  Such 
cover  pages  may  be  used.    However,  please  bear  in  mind  that  they  should: 

(1)  Be  simple. 

(2)  Usuall5'-  be  typographic,  without  hand  lettering. 

(3)  Involve  no  use  of  engraving  except  seal,  but  may  use 
printer's  rules,  etc. 

9.  The  date  prescribed  by  law  for  submitting  the  reports  to  the 
Secretary  is  September  15-    If  an  agency  runs  into  difficulties  and 
finds  it  impossible  to  meet  that  date,  this  Office  should  be  notified 
as  soon  as  the  delay  is  known.    A  later  date  may  then  be  approved  if 
justified.    However,  we  should  be  careful  to  prevent  delay  that  will 
cause  any  surcharge  on  regular  printing  charges  because  of  last 
minute  rush  or  poor  copy. 


.  R.  L.  Webster 
Director  of  Information 
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UNITED  STATES  DEPaHTMENT  OE  AGRICULTUEB 
Office  of  Information 
Washington 


April  6,  195^ 


INEOHMATIOK  MIMORMIUM  NO.  l4 

Subject:    Agency  Publications  Committees 

(THIS  MMOSANIUM  IS  REISSQED  IN  ORDER  TO  INCLUDE  IT  IN  THE  OEEICE  OP 
INEOK-IATION  NUJ/CBERED  MEf^ORANDA  SERIES) 


We  are  sending  you  herewith  a  Guide  for  the  Establishment  and  Functioning 
of  an  Agency  Publications  Commit  tee*    This  is  for  the  use  of  your  agency 
in  setting  up  and  maintaining  a  Publications  Committee  in  accordance  with 
Secretary's  Memos.  13^8  and  13^9»    We  suggest  that  the  committee  be  appoint- 
ed at  least  by  May  1. 

To  carry  out  our  responsibility  in  this  area,  we  are  preparing  to  be  repre- 
sented on  your  agency's  Publications  Committee.    Please  let  us  have  the 
names  of  the  chairman  and  secretary  of  the  committee  as  soon  as  they  are 
designated,  and  also  send  us  a  copy  of  the  full  membership  of  the  committee. 

After  you  notify  me  of  the  appointment  and  personnel  of  your  agency' s 
Publications  Committee,  I  will  designate  a  staff  member  of  the  Office  of 
Information  to  represent  us  on  the  committee*    He  will  need  to  receive 
advance  notification  of  each  meeting  of  the  committee  so  that  he  can  make 
plans  to  attend,    ^iso,  we  are  requesting  that  as  soon  as  reasonable  after 
each  committee  meeting,  he  receive  a  copy  of  the  minutes. 

We  believe  that  the  system  of  agency  Publications  Committees,  actively  con- 
sidering and  planning  the  publications  programs  in  the  Department,  will 
revitalize  our  publications  work,  concentrate  our  efforts  on  the  most  need- 
ed publications,  and  help  to  bring  about  maximum  effectiveness  and  economy 
in  those  that  are  issued.    We  are  looking  forward  to  working  with  your 
Publications  Committee.   . 


r  L  I  D  R  A  R  Y 

'     CURP^  '  "'  iAL  RECORD 


Enclosures 

(Memorandum  previously  addressed  to 
Agency  Heads) 


JAN  11^955  ^ 


R,  Lyle  Webster 
Director  of  Information 


(#1^) 

-April  6,  195^ 

GUIDE  FOR  THE  ESTABLISHMMT  MD  FQNCTIONIIIG  OF 
M  aGMJCY  publications  COMI'aTTEE 


Function 

!•    B-ecommend  the  publications  needs  of  the  agency  in  the 
interest  of  economy  and  effectiveness* 

2»  Approve  the  agency  plans  or  program  for  publication, 
preparation,  and  distribution  before  manuscripts  are 
written. 

^„    Consider  the  relationships  of  proposed  publications  to 
Land-Grant  College  needs  and  utilization* 

h»    Determine  that  the  proposed  publications  do  not  duplicate 
known  existing  publications  issued  by  private  industry. 

Scope 

All  publications  of  the  agency,  printed  and  processed, 
originating  in  Washington  or  the  field. 

Establishment 

Appointed  by  the  Administrator. 

Size 


Depending  on  the  size  of  the  agency.  Three  to  seven  members  is  a 
suggestion. 

Representation 

Broadly  r^resentative  of  the  interests  and  scope  of  the  agency, 
with  active  membership  composed  of  top  administrative,  program, 
and  information  personnel,  and  with  emphasis  on  those  areas  in 
the  agency  that  are  particularly  concerned  with  the  use  and 
preparation  of  publications. 


(#1^) 


f2-  Guide  for  the  Establishment  and  Functioning 
of  an  Agency  Publications  Committee 


April  6,  195^ 


Officers 


A  chairman  and  a  secretary  are  necessary.    The  Secretary  of 
Agriculture  has  requested  that  the  agency  head  or  an  assistant 
agency  head  serve  as  chairman.    The  secretary  of  the  committee 
may  "be  designated  by  the  administrator  or  elected  by  the 
committee*    He  should  have  an  especially  active  interest  in  the 
agency' s  publications  program. 


Advisory  to  the  administrator  or  to  the  person  delegated  by  him 
to  be  in  active  charge  of  the  agency's  publications  program. 

Frequency  of  Meetings 

Regular  meetings  at  least  quarterly  and  special  meetings  as  needed 
at  the  call  of  the  chairman.    This  suggestion  assumes  considerable 
staff  work  being  done  in  preparation  for  each  meeting  of  the  com- 
mittee.   Adequate  staff  work  will  facilitate  the  work  of  the 
committee  and  conserve  time  spent  in  meetings. 


Plans  should  be  made  on  a  fiscal  year  basis  and  need  to  be  thought 
out  well  in  advance  of  the  year  which  they  cover.  Suppl^entary 
planning  will  be  needed  in  the  course  of  the  year.    To  guide  the 
publications  program  effectively,  the  committee  will  need  to  be 
fully  informed  on  agency  finances  relating  to  publications,  whether 
printed  or  processed* 


The  secretary  of  the  committee  should  keep  minutes  of  the  meetings 
and  other  records  sufficient  to  document  the  work  of  the  committee. 


Role 


Planning 


Records 


UNITED  STATES  DEPaRTtOTT  OF  AGRICULTQHE 
Office  of  Information 
Washington 

April  7,  1954 

INFOmATION  MHIORMm  No.  15 

Subject:    Policy  Clearance  and  Control  of  Processed  Publications  by 
Office  of  Information 

;..  CThis  MffiOEANDUlyl  IS  REISaiBD  IN  ORDER  TO  INCLUDE  IT  IN  THE  OFFICE 
OF  INFORMATION  NmiBERED  MEMORANDA  SERIES) 

The  Secretary  has  vested  in  this  office  the  responsibility  for  policy  clearance 
and  contrql  of  processed,  as  well  as  printed  publi cations •    Such  clearance 
and.coJatEol  are  designed  to  inrplement  Department  policies,  including  the 
established  Department  policy  of  using  the  most  economical  methods  of  printing 
and  duplicating  consistent  with  requirements  of  time,  distribution^  etc. 

The  procedure  for  submitting  publications  intended  for  printing  vdll  remain 
the  same  as  in  the  past. 


This  memorandum  covers  the  submission  of  publications  intended  to  be  mimeograph- 
ed, multilithed,  and  dittoed  in  the  Washington  area,  and  applies  to  material, 
including  periodicals,  which 

1.    May  lend  itself  to  public  distribution,  reading,  or  use,  or 
So    May  lend  itself  to  distribution  or  use  by  other  agencies  or 
departments. 

After  clearing  an  issue  of  a  periodical,  the  Director  of  Information  may 
at  his  discretion  give  advance  clearance  for  a  year  to  any  duplicated 
periodical  that  will  be  consistent  from  issue  to  issue  in  content,  format,, 
length,  and  distribution* 

Public  distribution  is  interpreted  as  including  distribution  to  the  public 
generally,  or  to  agricultural  committees,  soil  conservation  district  boards, 
REA  and  other  cooperatives,  and  similar  groups  that  cooperate  in  Department 
programs. 


This  memorandum  does  not  apply  to  such  materials  for  duplicating  as  the  follow- 


ing: 


U    JAN  11'--- 

1.  News  and  radio  releases.  ( 

2.  Regulations,  regulatory  announcements,  administrat iye ^announcement s, 
and  administrative  procedures.  i-  '      "'  '" 

3»  Forms, 

4»    Letters  (other  than  news  letters  or  periodical  letters). 
5*    i^rellpiinary  drafts  of  publications  duplicated  in  very  limited  quantity 
,,Xpr.  review  purposes  only. 

6.  Speeches,  except  those  issued  after  the  event  as  publications. 

7.  Current  crop  reports,  livestock  reports,  market  reports,  whether 
domestic  or  foreign. 


^Z'-hl'jI^h  Memo  to  Information  Heads  (No.  15) 


S»     Committee  reports. 
9.    Visual  and  lecture  notes. 
10.    Heprints  from  magazines,  periodicals,  or  Journals. 

Beginning  April  I9,  manuscript  covered  "by  this  memorandum  shall  "be  submitted 
to  R.  ^»  Hollis,  Processed  Publications  Review  Desk,  01,  (Room  -Ext,  55^6). 

With  the  manuscript  we  will  need  to  have  a  filled-in  Form  AD-59  (Manuscript 
I'ransmittal  and  Receipt)  in  duplicate.    Obvisouly  several  blanks  on  this  form 
apply  only  to  printed  publications  and  would  not  be  filled  out  for  a  duplicat- 
ed publication.    Indicate  on  the  form  whether  the  manuscript  is  to  be  dupli- 
cated by  multilith,  mimeograph,  or  ditto.     If  the  job  is  to  have  a  heavy 
cover,  please  indicate  this  too*    Also,  indicate  what  audience  the  publication 
is  intended  for,  how  many  copies  are  to  be  distributed  immediately,  how  many 
copies  are  to  be  kept  in  reserve  for  later  distribution,  and  date  needed. 

Publications  will  need  to  be  submitted  in  final  manuscript  form,  not  in  the 
form  of  stencils,  negatives,  or  masters  for  duplicating.    Clean  and  complete 
copy  will  be  needed,  including  illustrations  and  art.    The  originating  agency 
is  vested  with  responsibility  for  detailed  editing  of , manuscripts,  which 
should  be  completed  before  submission  to  01. 

The  Office  of  Information  will  administer  policy  clearance  and  control  in  ac- 
cordance with  Secretary's  Memorandum  No*  13^»  snd  with  the  Administrative 
Regulations  (See  Title  3»  Chapter  2,  Publications,  and  Chapter  3»  Printing) 
and  the  Government  Printing  and  Binding  Regulations.    The  definition  of  print- 
ing by  the  Joint  Committee  on  Printing  includes  nearly  all  of ,  the  printing 
and  duplicating  done  for  the  several  agencies  of  the  Department.    One  of  the 
functions  of  the  Office  of  Information  in  publications  clearance  and  control 
is  to  help  in  channeling  manuscripts  from  uneconomical  to  economical  methods 
of  publication,  with  due  regard  to  such  factors  as  time  requirements^  Another 
function  is  to  help  administer  the  regulations  on  Department  publications 
series  so  that  manuscripts  properly  belonging  in  a  series  are  so  published. 

We  are  anxious  to  carry  out  our  responsibilities  for  policy  clearance  and 
control  of    processed  publications  expeditiously  and  in  a  manner  that. will 
implement  Department  policy  and  effect  maximum  economy.    Also,  we  want  to 
give  you  the  best  possible  service.    At  the  beginning  there  undoubtedly  will 
be  special  questions,  and  problems.    Mr,  Hollis  will  make  every  effort  to  be 
at  your  service  in  working  them  out  with  you. 


R.  Lyle  Webster 
Director  of  Information 


UNITED  STATES  DEPABTMMT  OF  AGRICULTURE 
Office  of  Information 
Washington 


May  21,  195^ 


IIJSOEMaTION  MEMDRiii^IiUM  NO.  I5 
Supplement  1 


Subject:    Policy  Clearance  and  Control  of  Processed  Publications 
by  Office  of  Information 

(THIS  MMORANTO'I  IS  REISSUED  IN  ORDER  TO  INCLUDE  IT  IN  THE  OFFICE  OF 
INFORTiaTION  numbered  MEf^'ORANDA  SERIES) 


Some  agencies  of  the  Department  have  interpreted  my  memorandum 
of  April  7»  oil  ti^e  subject  of  clearance  of  processed  publications 
by  the  Office  of  Information  as  relating  only  to  those  to  be  mim- 
eographed, multilithed  or  dittoed  in  the  Department' s  duplicating 
plant. 

The  purpose  of  this  memorandum  is  to  supplement  the  memorandum  of 
•^pril  7»        requiring  the  submission  of  all  processed  publications 
to  the  Office  of  Information  for  policy  clearance  and  control 
whether  to  be  processed  in  the  Department's  duplicating  plant,  Gov- 
ernment Printing  Office  Departmental  Service  Office  or  on  machine^ 
located  in  any  agency  office  or  installation  in  the  Washinj^ton  ' 

All  other  requirements  or  instructions  in  the  m^morMaum  of  April  '7 1 
r^ain  unchanged^  \  \ 


R.  Lyle  Webster 
Director  of  Information 


(Memorandum  previously  addressed  to 
Agency  Information  Heads  and 
Staff  Office  Heads) 


i 


UNITED  STATES  DEPARTMENT  OF  AGRlCULTUPs 
Office  of  Information 
Washington 


'."O  r- 


^  P  y 

July  21  i  fe55^^^  -1  5  1955 


INFORMATION  MEMORANDUM  NO. 


15,  Supplein^]fit^^-2JEp/iftr;»     ,  „ 


Subject 


Clearance  of  Processed  Materials  by  the  Office  of  InformatTc 


This  supplement  is  intended  to  implement  the  provisions  of  Secretary's  Memo- 
randum No.  I38U,  of  July  20,  1955,  regarding  management  of  mimeographing  and 
multilithing  operations  in  the  Department,  and,  in  particular,  the  control  of 
large -size  processing  jobs. 

Under  that  Memorandum  all  mimeographing  and  multilithing,  or  other  offset  jobs 
originating  in  the  Department  in  the  Washington  area  will  be  cleared  bj^  the 
Office  of  Information  in  every  case  where  the  run  on  initial  or  foreseeable 
reprint  processing  will  total  25,000  or  more  production  units.    This  does  not 
apply  to  maps  reproduced  at  the  Beltsville  plant  of  SCS. 


To  facilitate  handling  of  clearance  and  to  provide  the  best  possible  service  to 
agencies  in  connection  with  the  clearance  procedure,  the  Office  of  Information 
will  make  its  technical  facilities  available  for  consultation  by  agency  repre- 
sentatives as  to  the  methods,  costs  and  speed  of  reproduction  of  materials. 
Agency  program  and  time  requirements  v;-ill  be  considered  in  relation  to  the  size, 
cost,  and  use  of  reproduced  materials.    However,  agencies  should  recognize 
their  own  responsibilities  to  consider  time  requirements  in  preparing  copy  and 
planning  for  its  reproduction  and  distribution. 

In  order  to  prevent  possible  delays  and  repetition  of  office  work,  no  material 
for  duplicating  or  multilithing  that  will  total  25,000  or  more  production  units 
should  be  put  on  stencils  or  paper  or  plastic  plates  until  it  has  had  such 
clearance  from  the  Office  of  Information,  Division  of  Publications.    For  your 
information,  the  number  of  production  units  is  the  product  of  copies  times  the 
number  of  8x10^  pages  in  one  color  of  ink  included  in  the  order.    A  production 
unit  is  a  page,  or  one  side  of  an  8xl0|-  sheet;  an  8xl0|-  sheet  processed  on  both 
sides  is  two  production  units.    For  example:    5,000  copies  of  a  5 -page  mimeograph 
or  multilith  job  total  25,000  production  units. 

In  order  to  handle  clearance  of  your  jobs  as  promptly  as  possible,  each  job 
should  be  fon-jarded  to  the  Printing  Section,  Division  of  Publications,  Office  of 
Information  with  original  and  two  copies  of  form  AD  158.     (Sample  copy  attached.) 
Use  this  form  for  all  clearance  of  processed  material  by  the  Office  of  Informa- 
tion, including  processed  publications.    The  Director  of  Information  may,  at  his 
discretion,  give  written  advance  clearance  for  up  to  six  months  to  certain 
recurring  jobs  with  emergency  time  requirements.    Application  for  such  advance 
clearance  should  be  made  well  in  advance.     Items  given  such  clearance  will  be 
post -audited. 

In  handling  this  clearance,  which  is  necessary  in  the  light  of  Joint  Committee 
on  Printing  standards  and  requirements  for  efficient  and  economical  processing 
and  printing,  the  Office  of  Information  will  endeavor  to  render  prcmpt  service 
and  cooperate  in  finding  the  solutions  to  any  problems  or  questions  that  may 


2 --ii^iFOEIWION  MEMORANDUM  NO.  15;  Supplement  2 


arise.    We,  in  turn^  will  appreciate  your  cooperation  and  will  "be  able  to 
serve  you  best  if  you  will  allow  a  reasonable  amount  of  time  for  this  clearance 
procedure . 

The  policy  clearance  of  processed  publications  as  covered  in  Information 
Memorandum  "No.  15  and  Supplement  1  will  continue.    Jobs  totaling  25^000  or 
more  production  units  which  may  not  be  covered  by  those  memoranda  are  covered 
by  this  memorandum.    The  clearance  provided  by  this  memorandum  does  not  duplicate 
the  clearance  provided  in  Lfemorandum  15  but  calls  for  clea.rance  of  additional 
items  totaling  25,000  or  more  production  units. 


Attachment 


R.  Lyle  Webster 
Director  of  Information 


AD-                                       UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

JULY  1985 

REQUEST  FOR  REPRODUCTION  CLEARANCE 

AGENCY  NO. 

DATE 

AGENCY 

DIVISION  OR  BRANCH 

TITLE  OR  DESCRIPTION 


NECESSITY  FOR  REPRODUCTION 


SERIES  OR  FORM  NO. 

INFORMATIONAL   □  ADMINISTRATIVE  □  OTHER  □ 


No.  O  F  COPI  ES 

NO.  OF  PAGES 

PAGE  SI  ZE 

NO.  OF  ILLUSTRATIONS 

P  RIN  TJ^N  G 

ONE  SIDE  □                               BOTH  SIDES  □ 

TYPE  OF  COVER 

SELF   □                                           SEPARATE  □ 

PAPER  STOCK 

KIND                                                       WEIGHT  COLOR 

INK  COLOR 

USE 

PERMANENT   □           TEMPORARY  Q          ORIGINAL  RUN   □           REPRINT   □           REVISION  □ 

PRESENT  SUPPLY  WILL  LAST 

THIS  ORDER  WILL  LAST 

RECOMMENDED  PROCESS  OF  REPRODUCTION 

OFFSET  □           MULTILITH  □           MIMEOGRAPH  □ 

PLANNED  DISTRIBUTION 


BY  MAILING  LIST.  NO.  OF  COPIES  MAILING  KEYS  1     I  MAILING  CODES  I  I 

NO.  OF  COPIES  FO,S  RESERVE  AND  LOCATION 


REVIEWED  BY  (Name  agencies) 


DATE  JOB  REQUI  RED /'ExpZain; 


DATE  COPY  WILL   BE  READY  FOR  REPRODUCTION 


DATE  DELIVERY  REQUESTED 


REMARKS: 


FOR  ADDITIONAL  INFORMATION  CALL^^ame  and  extension) 


APPROVED  BY 


DO  NOT  WRITE  BELOW  THIS  LINE 


APPROVED  FOR 

OFFSET  □           MULTILITH  □ 

MIMEOGRAPH  □            NO.  OF  COPIES 

TO  BE  REPRODUCED  AT 
DEPARTMENT  PLANT  PI 

DEPARTMENTAL  SERVICE  OFFICE,  G.P.O.  □ 

G.P.O.  □ 

REMARKS: 


APPROVED  BY  (Name  and  title) 


DATE 


(S«e  other  side) 


INSTRUCTIONS 

This  form  is  to  be  used  for  clearance  of  all  mimeographing,  multi- 
lithing,  or  other  offset  jobs  as  required  by  Secretary's  Memorandum  No. 
1384  of  July  20,  1955  and  Information  Memorandum  No.  15,  and  Supplement  2. 
All  processed  publications  and  all  jobs  originating  in  the  Department  in 
the  Washington  area  will  be  cleared  by  the  Office  of  Information  in  every 
case  where  the  run  on  initial  or  foreseeable  reprint  processing  will  total 
25,000  or  more  production  units.  The  number  of  production  units  is  the 
product  of  copies  times  the  number  of  8  x  10/4  pages  in  one  color  of  ink 
included  in  the  order.  A  production  unit  is  a  page,  or  one  side  of  an 
8  X  10/4  sheet;  an  8  x  10/4  sheet  processed  on  both  sides  is  two  production 
units.  For  example:  5,000  copies  of  a  5-page  job,  total  25,000  produc- 
tion units. 

Agencies  are  requested  to  prepare  in  detail  the  original  and  two 
copies  of  this  form  and  submit  all  copies  to  the  Printing  Section, 
Division  of  Publications,  Office  of  Information,  with  MANUSCRIPT  copy  of 
material  to  be  processed.  The  two  copies  and  manuscript  copy  will  be 
returned  to  the  ordering  office. 

One  copy  of  this  form  should  then  be  attached  to  the  proper  order 
form;  for  example.  Form  AD-270  or  AD-78,  or  GPO  Form  3019  when  the  job  is 
requisitioned. 


imiTED  STATES  DEPARTMEOT  OF  AGRlCUiTURi^ 
Office  of  Information 
Washington 


SFP15I955 


July  fi^3£999TM£,',T  OF  AGRICULTURE 


INFORMATION  MEMORANDUM  NO,  15,  Supplement  2 


Subject:    Clearance  of  Processed  Materials  by  the  Office  of  Information 


This  supplement  is  intended  to  implement  the  provisions  of  Secretary's  Memo- 
randum No.  I38U,  of  July  20 f  1955,  regarding  management  of  mimeographing  and 
multilithing  operations  in  the  Department,  and,  in  particular,  the  control  of 
large -size  processing  jobs. 

Under  that  Memorandum  all  mimeographing  and  multilithing,  or  other  offset  jobs 
originating  in  the  Department  in  the  Washington  area  will  be  cleared  by  the 
Office  of  Information  in  every  case  where  the  run  on  initial  or  foreseeable 
reprint  processing  will  total  25,000  or  more  production  units.    This  does  not 
apply  to  maps  reproduced  at  the  Beltsville  plant  of  SOS. 

To  facilitate  handling  of  clearance  and  to  provide  the  best  possible  service  oo 
agencies  in  connection  with  the  clearance  procedure,  the  Office  of  Information 
will  make  its  technical  facilities  available  for  consultation  by  agency  repre- 
sentatives as  to  the  methods,  costs  and  speed  of  reproduction  of  materials. 
Agency  program  arji  time  requirements  will  be  considered  in  relation  to  the  size, 
cost,  and  use  of  reproduced  materials.    However,  agencies  should  recognize 
their  own  responsibilities  to  consider  time  requirements  in  preparing  copy  and 
planning  for  its  reproduction  and  distribution. 

In  order  to  prevent  possible  delays  and  repetition  of  office  work,  no  material 
for  duplicating  or  multilithing  that  will  total  25,000  or  more  production  units 
should  be  put  on  stencils  or  paper  or  plastic  plates  until  it  has  had  such 
clearance  from  the  Office  of  Inf onnation.  Division  of  Publications.    For  your 
information,  the  number  of  production  units  is  the  product  of  copies  times  the 
number  of  8xlO§-  pages  in  one  color  of  ink  included  in  the  order.    A  production 
unit  is  a  page,  or  one  side  of  an  8xlOj  sheet;  an  8xl0|-  sheet  processed  on  both 
sides  is  ti70  production  units.    For  example:     5,000  copies  of  a  5 -page  mimeograph 
or  multilith  job  total  25,000  production  units. 

In  order  to  handle  clearance  of  your  jobs  as  promptly  as  possible,  each  job 
should  be  fon-jarded  to  the  Printing  Section,  Division  of  Publications,  Office  of 
Information  with  original  and  two  copies  of  form  AD  158.     (Sample  copy  attached.) 
Use  this  form  for  all  clearance  of  processed  material  by  the  Office  of  Informa- 
tion, including  processed  publications.    The  Director  of  Information  may,  at  his 
discretion,  give  written  advance  clearance  for  up  to  six  months  to  certain 
recurring  jobs  with  emergency  time  requirements.    Application  for  such  advance 
clearance  should  be  made  well  in  advance.     Items  given  such  clearance  will  be 
post -audited. 

In  handling  this  clearance,  which  is  necessary  in  the  light  of  Joint  Committee 
on  Printing  standards  and  requirements  for  efficient  and  economical  processing 
and  printing,  the  Office  of  Information  will  endeavor  to  render  prompt  service 
and  cooperate  in  finding  the  solutions  to  any  problems  or  questions  that  may 
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arise.    We^  in  turn^  will  appreciate  your  cooperation  and  %'7ill  "be  able  to 
serve  you  best  if  you  -will  allow  a  reasonable  amount  of  time  for  this  clearance 
procedure . 

The  policy  clearance  of  processed  publications  as  covered  in  Information 
Memorandum  No.  15  and  Supplement  1  will  continue.    Jobs  totaling  25,000  or 
more  production  units  which  may  not  be  covered  by  those  memoranda  are  covered 
by  this  memorandum.    The  clearance  provided  by  this  memorandum  does  not  duplicate 
the  clearance  provided  in  ^femorandum  15  but  calls  for  clearance  of  additional 
items  totaling  25,000  or  more  production  units. 


Attachment 


R.  Lyle  Webster 
Director  of  Information 


AD-  158 
JUUY  1985 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 


AGENCY  NO. 


REQUEST  FOR  REPRODUCTION  CLEARANCE 


AGEN  CY 

DIVISION  OR  BRANCH 

TITLE  OR  DESCRIPTION 

NECESSITY  FOR  REPRODUCTION 

SERIES  OR  FORM  NO. 

INFORMATIONAL 

1     1                  ADMINISTRATIVE  □ 

OTHER  □ 

MO.  OF  COPIES 

NO.  O  F  P  AGES 

PAGE  SI  ZE 

NO.  OF  ILLUSTRATIONS 

PRIN  TING 

ONE  SIDE  □                               BOTH  SIDES  □ 

TYPE  OF  COVER 
SELF  □ 

SEPARATE  □ 

PAPER  STOCK 
KINO 

WEIGHT 

COLOR 

INK  COLOR 

USE 

PERMANENT   □           TEMPORARY   □          ORIGINAL  RUN  □ 

REPRINT   □           REVISION  Q 

PRESENT  SUPPLY  WILL  LAST 

THIS  ORDER  WILL  LAST 

RECOMMENDED  PROCESS  OF  REPRODUCTiON 

OFFSET  □          MULTILITH  □          MIMEOGRAPH    j  | 

PLANNED  DISTRIBUTION 


BY  MAILING  LIST.  NO.  OF  COPIES  MAILING  KEYS  ["]  MAILING  CODES  I  I 

NO.  OF  COPIES  FOR  RESERVE  AND  LOCATION 


REVIEWED  BY  (Name  agencies) 


DATE  JOB  REQUI  RED  ^Expioin; 


DATE  COPY  WILL  BE  READY  FOR  REPRODUCTION 


DATE  DELIVERY  REQUESTED 


REMARKS: 


FOR  ADDITIONAL  INFORMATION  CALL  (Name  and  extension) 


APPRO  VED  BY 


DO  NOT  WRITE  BELOW  THIS  L«NE 


APPROVED  FOR 

OFFSET  □            MULTILITH  □ 

MIMEOGRAPH  □            NO.  OF  COPIES 

TO  BE  REPRODUCED  AT 
DEPARTMENT  PLANT  □ 

DEPARTMENTAL  SERVICE  OFFICE,  G.P.O.  [□ 

G.P.O.  □ 

REMARKS: 


APPROVED  BY  (Name  and  title) 


DATE 


(S«e  ether  side) 


INSTRUCTIONS 


This  form  is  to  be  used  for  clearance  of  all  mimeographing,  multi- 
lithing,  or  other  offset  jobs  as  required  by  Secretary's  Memorandum  No. 
1384  of  July  20,  1955  and  Information  Memorandum  No.  15,  and  Supplement  2. 
All  processed  publications  and  all  jobs  originating  in  the  Department  in 
the  Washington  area  will  be  cleared  by  the  Office  of  Information  in  every 
case  where  the  run  on  initial  or  foreseeable  reprint  processing  will  total 
25,000  or  more  production  units.  The  number  of  production  units  is  the 
product  of  copies  times  the  number  of  8  x  10%  pages  in  one  color  of  ink 
included  in  the  order.  A  production  unit  is  a  page,  or  one  side  of  an 
8  X  10/4  sheet;  an  8  x  10%  sheet  processed  on  both  sides  is  two  production 
units.  For  example:  5,000  copies  of  a  5-page  job,  total  25,000  produc- 
tion units. 

Agencies  are  requested  to  prepare  in  detail  the  original  and  two 
copies  of  this  form  and  submit  all  copies  to  the  Printing  Section, 
Division  of  Publications,  Office  of  Information,  with  MANUSCRIPT  copy  of 
material  to  be  processed.  The  two  copies  and  manuscript  copy  will  be 
returned  to  the  ordering  office. 

One  copy  of  this  form  should  then  be  attached  to  the  proper  order 
form;  for  example.  Form  AD-270  or  AD-78,  or  GPO  Form  3019  when  the  job  is 
requisitioned. 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE  |         APR  4  |0f:- 

Office  of  Information  |  >V 

Washington  j  u.  s.  *  .-ph,t  r 


March  21,  1956 


INFORMATION  MEMORANDUM  NO.  15 
Supplement  2,  Amendment  1 


Subject:    Clearance  of  Processed  Materials  by  the  Office  of  Information 


Because  two  new  offset  presses  of  larger  capacity  have  been  installed 
in  the  Printing  Plant  of  the  Office  of  Plant  and  Operations,  and  this 
Plant  has  been  classified  as  a  "Class  B"  Plant,  we  are  liberalizing  the 
clearance  requirements  for  nonpublic at ion  materials  set  forth  in 
Information  Memorandum  No,  15,  Supplement  2,  effective  immediately. 

The  change  in  clearance  requirements  is  as  follows: 

In  the  case  of  "camera  copy"  (not  paper  or  plastic  plates) 
intended  to  be  reproduced  by  offset  printing  (sometimes 
referred  to  as  "multilithing" )  in  the  Office  of  Plant  and 
Operations  printing  plant ,  clearance  by  the  Office  of 
Information  will  be  required  if  the  number  of  production 
units  will  amount  to  5©^0Q^  or  more  (instead  of  25^0^0  or 
more  as  previously  required). 

All  other  provisions  of  Information  Memorandum  No,  15  and 
Information  Memorandum  No,  15,  Supplement  2,  remain  as 
stated.    These  include  continuation  of  the  requirement  that, 
regardless  of  the  number  of  production  units  involved,  all 
publications  covered  by  Information  Memorandum  No.  15_  be 
cleared  as  provided  in  that  memorandum. 


R.  Lyle  Webster 
Director  of  Information 


Sub;3ect: 


UNITED  STATES  DEPARTMENT  OF  AC3RICULTURE 
Office  of  Information 
Washington 


t  Q  pi 


IMFOFMATION  MEMORAITOUM  UP.  15,  REVISED 


Clearance  of  Processed  Publications  and  Ma^eriale^- — 
by  the  Office  of  Information 


The  purpose  of  this  memorandum  is  to  consolidate  and  clarify  the  information 
and  instructions  contained  in  Information  Memorandum  No.  15,  Supplements  No.  1, 
2,  and  Amendment  1  to  Supplement  2.    This  revision  supersedes  Information 
Memorandum  No.  15,  its  supplements  and  amendments. 

Secretary's  Memorandum  No.  l^kQ  of  March  26,  195h,  and  1384  of  July  20,  1955, 
vested  in  the  Office  of  Information  the  responsibility  for  policy  clearance 
and  control  of  processed  publications  and  for  the  clearance  of  other  mimeograph 
and  offset  jobs  originating  in  the  Washington  area  where  the  run  on  initial  or 
foreseeable  reprint  processing  will  total  more  than  the  reproduction  unit 
maximums  established  by  this  memorandum.    To  clear3.y  differentiate  between  the 
two  types  of  processed  clearances  involved,  instructions  in  this  memorandum  are 
divided  into  two  parts:    Part  1,  Policy  Clearance  and  Control  of  Processed 
Publications;  Part  2,  Clearance  of  Non-Informationa:!  Processed  Materials  to  be 
Run  in  Quantities  of  25,000,  50,000  or  More  production  Units. 

PART  1,  CLEARANCE  AND  CONTROL  OF  PROCESSED  PUBLICATIONS: 

The  clearance  and  control  of  processed  publications  by  the  Office  of  Informa- 
tion are  designed  to  implement  Department  policies,  including  the  established 
Department  policy  of  using  the  most  economical  methods  of  printing  and  duplicat 
ing  consistent  with  requirements  of  time,  distribution,  etc.    This  clearance 
covers  publications  intended  to  be  mimeographed,  offset,  or  dittoed  in  the 
Washington  area,  regardless  of  the  number  of  production  units  or  copies. 

A  publication  is  defined  as  written  material,  including  periodicals,  which  may 
lend  itself  to  public  distribution,  reading,  or  use,  or  lend  itself  to  dis- 
tribution or  use  by  other  agencies  or  departments.    Public  distribution  is 
interpreted  as  including  distribution  to  the  public  generally,  or  to  agricul- 
tural committees,  soil  conservation  district  boards.  Rural  Electrification 
Administration  and  other  cooperatives,  and  similar  groups  that  cooperate  in 
Department  programs. 

This  clearance  (policy  Clen.rance  and  Control)  does  not  apply  to  such  materials 
for  processing  as  the  following: 

1.  News  and  radio  releases. 

2.  Regulations,  regu3.atory  announcements,  administrative  announcements, 

and  administrative  procedures. 

3.  Forms. 

k.    Letters  (other  than  news  letters  or  periodical  letters). 

5.  Preliminary  drafts  of  publications  processed  in  very  limited 

quantity  for  review  purposes  only. 

6.  Speeches,  except  those  issued  after  the  event  as  publications. 

7.  Current  crop  reports,  livestock  reports,  and  market  reports, 

whether  domestic  or  foreign 
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8.  Committee  reports. 

9.  Visual  and  lecture  notes. 

10.  Reprints  fran  magazines,  periodicals,  or  journals. 

Publications  submitted  to  the  Office  of  Information  for  policy  clearance  should 
be  in  clean,  complete,  and  edited  final  manuscript  form;  not  in  the  form  of 
stencils,  paper  or  plastic  plates,  or  prepared  camera  copy.    Any  ilJLustration 
and  aurt  to  be  included  in  the  jniblications  should  be  submitted  with  the  manu- 
script. 

The  manuscript  when  submitted  to  the  Office  of  Info imat ion  should  be 
accompanied  by  a  completed  form  AD-158>  "Request  for  Reproduction  Clearance," 
in  triplicate.    Two  copies  of  the  AD -153  will  be  returned  to  the  agency  when 
the  manuscript  has  been  approved  for  processing. 

All  manuscripts  submitted  for  processed  publications  clearance  under  this 
Part  1  should  be  sent  to  Mr.  R,  A,  Hollis,  Processed  Publications  Review 
Officer,  Room  503  Administration  Building.    The  Office  of  Information  may  at 
its  discretion  give  advance  clearance  for  one  year  to    any  duplicated  periodical 
that  wi3JL  be  consistent  from  issue  to  issue  in  content,  format,  length,  and 
distribution.    Application  should  be  made  to  the  Processed  Publications  Review 
Officer,  on  Form  AD-I58  with  an  accompanying  memorandum  explaining  reasons  for 
-  advance  clearance.  j. 

PART  2,  CLEARANCE  OF  NON-IMFORMATIOIIAL  PROCESSED  MATERIALS  TO  BE  RUN  IN 
QUANTITIES  OF  25^000,  50>000  OR  MCBE  PRODUCTION  UNITS; 

This  clearance  procedure  is  designed  to  implement  the  provisions  of  Secretary's 
Memorandum  No.  138^ >  regarding  manag^ient  of  mimeographing  and  offset  opera^^' 
tions  in  the  Department,  and  in  particular  the  control  of  large -size  process.^ 
ing  jobs.  v.^ 

Under  this  clearance  responsibility,  the  Office  of  Information  wiH  review  all 
non-informational  materials  intended  for  processing  by  mimeograph  or  by  offset 
through  the  use  of  paper  or  plastic  plates  that  will  total  25 > 000  or  more 
production  units.    In  the  case  of  "camera  copy"  intended  to  be  reproduced  by,/ 
offset  printing  clearance  will  be  reqiiired  only  if  the  production  units  will 
total  50,000  or  more. 

The  provisions  of  this  production  unit  clearance  also  pertain  to  the  exempt 
processed  publication  items  numbered  1  through  10  in  Part  1  of  this  memorandum. 

The  term,  "production  unit."  as  used  in  this  memorandijm  is  a  page,  or  one  side 
of  an  8xl0j  sheet;  an  SxlO^  sheet  processed  on  both  sides  is  two  production  • 
units.    The  total  number  of  production  units  is  the  product  of  the  number  of 
copies  times  the  number  of  8xlOj  pages  in  one  color  of  ink  included  in  the  . 
job. 

A  "job"  is  defined  to  mean  a  finished  product  consisting  of  one  or  more  pages 

of  related  material.  .t- 

...  -\ 

Clearance  is  not  required  in  those  instances  where  severail  different  jobs  or 
items,  none  of  which  exceed  the  established  production  unit  maximums,  are  : 
grouped  together  on  the  same  requisition  for  convenience  in  ordering.^.^; 


Materials  suTiHoitted  for  clearance  should  be  submitted  in  clean  copy  form  and 
not  in  the  form  of  stencils  for  mimeographing,  paper  or  plastic  plates  for 
offset,  or  camera  copy. 

To  facilitate  handling  of  clearance  and  to  provide  the  best  possible  service 
to  agencies,  the  Office  of  Information  wil3.  answer  questions  on  methods,  cost§ 
and  speed  of  reproduction  of  materials.    In  carrying  out  the  clearance 
responsibilities,  agency  programs  and  time  requirements  will  be  considered  in 
relation  to  the  size,  cost,  and  use  of  reproduced  materials.    However,  agencies 
should  recognize  their  own  responsibilities  to  consider  t.Lme  requirements  in 
preparing  copy  and  planning  for  its  reproduction  and  distribution* 

The  Director  of  Information  may,  at  his  discretion,  give  written  advance 
clearance  for  up  to  six  months  to  certain  recurring  jobs  with  emergency  time 
requirements.    Application  for  such  advance  clearance  should  be  made  by 
memorandijm  and  well  in  advance.    Items  given  such  clearance  will  be  post -audited. 

In  order  to  handle  clearance  under  this  Psirt  2  as  promptly  as  possible,  each 
job  should  be  forvarded  to  Mr.  H.  E.  Goodrich,  Printing  Section,  Division  of 
Publications,  Office  of  Information,  with  completed  form  AD-I58,  "Request 
for  Reproduction  Clearance,"  in  triplicate.    Care  should  be  exercised  to  give 
all  the  information  necessary  on  the  AD-158*    When  the  job  has  been  approved, 
it  will  be  returned  to  the  agency  together  with  two  signed  copies  of 
Form  AD -158.    One  signed  copy  should  be  attached  to  the  job  when  it  is  sub- 
mitted to  the  Department's  plant  for  processing. 


R.  Lyle  Webster 
Director  of  Information 


IT  ^ 


Washington 


UinTDD  STAUSS  DSPAK'TiOiTT  0?  AGHI  CULTURE 
^JL^  C?FICn:  OF  IlT?03^:ATI0iT 


NovemlDer  22,  195^- 

•••     '  -  IlTOmA.TIOH  pEMOHAHDUlvi  NO.  l6 

Suliject:    Matters  Si^ggested  for  Consideration  "by  Agency  Publications  Committees 

ViTe  have  "been  greatly  encouraged  "by  the  careful v«^ttention  and  sound  thinking 
that  the  Agency  Publications  Committees  have  "been  devoting  to  their  pu"blica- 
tions  planning. 

There  are  two  pu"blications  matters  that  have  come  to  our  attention  recently 
and  we  would  appreciate  it  very  much  if  the  Agency  Publications  Committees 
could  consider  them  in  cases  where  thejr  are  pertinent  to  the  agency's  work, 

PhotograiDhs  in  Publications 

In  many  cases  the  photographs  submitted  v/ith  manuscripts  for  publication  fail 
in  their  purpose.    Too  often  they  are  oldfashioned  or  dated  in  appearance  or 
do  not  show  the  exact  points  tha.t  are  discussed  in  the  manuscript,  or  seem  to 
be  pictures  that  have  been  collected  from  various  sources  at  the  last  minute 
rather  than  pictures  that  have  been  planned  from  an  early  stage  in  the  planning 
of  the  publication  so  that  they  may  best  serve  a  functional  purpose, 

We  ask  that,  in  mal?:ing  plans  for  publications  before  the  manuscripts  are 
vrritten,  the  Agency  Publications  Committees  consider  the  question  of  properly 
illustrating  the  publications  so  that  suitable  arrangements  may  be  made  at  an 
early  stage  for  needed  functional  illustrations,  including  photographs^  In 
many  cases,  we  believe  this  will  indicate  the  talcing  of  photographs  which  Tfill 
properly  serve  the  purpose  of  the  publication  rather  than  waiting  until  a 

late  stage  in  the  preparation  of  the  manuscript  and  attempting  to  asserable~~T~~^  ^ 

pictures  that  have  already  been  taken  for  other  purposes  and  all  too  of te4;yj'^p^*/  Y 
do  not  fit  the  needs  of  the  new  publication  adequately,  \  •   -  npo 

Publication  of  Old  Research  j  ^ 

Jilvery  so  often  we  receive  a  manuscript  for  publication  reportlagf."^^^2|^^t#^rj>c)ytW£ 
of  research  vjhich  was  completed  some  years  ago.    For  example,  we  may  receivB 
a  manuscript  reporting  on  the  outbrealc  of  a  disease  pest  more  than  10  years 
ago,  or  a  manuscript  reporting  on  the  storage  of  agricultural  crops  in  a 
period  about  10  years  ago,  or  a  manuscript  reporting  on  some  survey  completed 
5  to  10  years  earlier. 


There  is  rather  general  agreement  that  it  is  not  a  credit  to  the  Department 
to  be  so  many  years  late  in  publishing  the  results  of  its  research.    We  realize 
that  in  such  cases  there  ha^ve  been  problems  such  as  lack  of  sufficient 
manpower  on  the  projects  to  malce  possible  prompt  completion  of  the  manuscripts. 
But,  regardless  of  the  reasons,  such  manuscripts  present  a  very  real  policy 
problem. 


We  v;ould  greatly  appreciate  it  if  the  agency  pu"bli cations  committees  con- 
cerned v/ith.  this  prohlem  vould  consider  it  as  part  of  their  planning  of  their 
agency  puhli cations  programs  and  take  whatever  steps  they  can  to  avoid  long 
delays  in  publishing  research. 

This  memorandum  is  in  anticipation  of  some  policy  statements  and  procedure 
covering  these  publications  problems* 


H.  Lyle  Webster 
Director  of  Information 


cct    Chairman  Agency  Publications  Committee 


u:tit3D  states  depaetmsj^t  of  agrtcultlue 

Office  of  Information 
^•'ashington 


December  12,  1955 
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Sii'bjects    Effective  Date  for  New  Publications  Series 

Attached  is  a  sheet  listing  the  revised  Pu'blications  Series  for 
the  Department  of  Agriculture  as  recommended  h^  the  De-par tment 
Puhlications  Review  Committee*     This  sheet  is  taken  from  the 
Committee's  report,  a  copy  of  which  you  received  early  in  Octohore 

I  am  writing  to  you  at  this  time  to  specify  the  effective  date  for 
the  new  series*    ^■'Ve  hope  your  agency  can  "begin  to  apply  the  revised 
series  on  a  permissive  basis  as  of  December  12,  1955*    ^se  of  the 
new  series  will  be  required  for  manuscripts  submitted  to  the  Office 
of  Information  on  and  after  February  1,  1956c 

If  you  find  that  this  date  cannot  be  met  conveniently  in  your 
agency,  will  you  please  let  me  know  before  January  1,  1956<» 


Ro  Lyle  Webster 
Director  of  Information 


Attachment 


L  1  p  P     R  Y 


CURr:  RFCORD 

^    MAR  2  b  .oo5  ^ 


r 


U.  S.  Department  of  Agriculture  Publications  Series-  From  Report  of  the  Department  Publications  Review  Committee,  Aug.  1955 


Farmcrc'  Bullclinc 

Purpose— To  give  farmers,  ranchers,  and  others  useful 
information  on  agriculture,  presented  so  that  they  can 
readily  read,  understand,  and  apply  the  information. 

AuAienee. — Primarily  farmers  and  ranchers. 

Content. — Agricultural  subjects  of  widespread  interest 
coming  properly  within  the  range  of  Department  activi- 
ties. These  bulletins  will  emphasize  the  practical  appli- 
cation of  agricultural  information,  stressing  directions 
and  recommendations. 

Presentation. — Concise,  nontechnical  and  popular  in 
style,  readable.  Illustrations  should  interpret  the  sub- 
ject and,  if  possible,  shorten  the  text. 

Format. — "Document"  size,  (5%"  x  9%")  preferably 
not  over  16  pages. 

Distribution.— Free:  through  Members  of  Congress; 
through  State  and  county  Extension  oiBces ;  from  USDA. 
On  sale  by  the  Superintendent  of  Documents. 


Heme  and  Garden  Bullefins 

Purpose. — To  give  the  public,  including  gardeners,  home- 
malcers,  and  subui'banites,  useful  information  on  agri- 
culture, homemaking,  and  nutrition,  presented  so  that 
they  can  readily  read,  understand,  and  apply  the  infor- 
mation. 

Audience. — Primarily  farm  and  home  gardeners,  sub- 
urbanites, and  rural  and  urban  homemakers. 

Content. — Home  and  garden  subjects  of  widespread  in- 
terest coming  properly  within  the  range  of  Department 
activities,  including  such  subjects  as  home  building ;  grow- 
ing vegetables,  flowers,  and  fruit  for  home  use;  con- 
trolling insect  pests  in  home  and  garden.  These  bulletins 
will  emphasize  the  practical  application  of  such  subject 
maWer,  stressing  directions  and  recommendations. 

Presentation. — Concise,  nontechnical  and  popular  in 
style,  readable.  Illustrations  should  interpret  the  sub- 
ject, and,  if  possible,  shorten  the  text. 

Format. — Flexible,  preferably  not  over  16  pages. 

Distribution. — Similar  to  Farmers'  Bulletins. 


Lcafrelt 

Purpose. — To  give  the  public  especially  brief  statements 
of  the  kinds  of  information  suitable  for  Farmers'  Bul- 
letins or  Home  and  Garden  Bulletins,  but  capable  of  be- 
ing presented  in  from  1  to  8  pages. 

Audience. — Same  as  for  Farmers'  Bulletins  or  Home 
and  Garden  Bulletins. 

Content. — Same  as  for  Farmers'  Bulletins  or  Home  and 
Garden  Bulletins,  but  adaptable  to  especially  brief 
presentation. 

Presentation. — Concise,  nontechnical,  and  popular  in 
style,  readable.  Illustrations  should  interpret  the  sub- 
ject, and,  if  possible,  shorten  the  text. 

Format. — Flexible,  but  preferably  single  sheets  or  fold- 
ers; if  pages  are  stitched  or  glued  together,  length  may 
not  exceed  8  pages. 

Distribution. — Similar  to  Farmers'  Bulletins. 


Agriculture  Information  Bulletins 

Purpose. — To  publish  information  of  a  more  specialized 
character  than  that  included  in  the  Farmers'  Bulletin, 
Home  and  Garden  Bulletin,  or  Leaflet  series,  making  such 
information  available  to  the  urban  or  rural  public. 

Audience. — Rural,  .suburban,  or  urban  people  or  groups. 

Content. — Information  of  a  more  specialized  or  more 
complete  character  or  information  issued  for  a  more 
specific  audience  or  purpose  than  that  included  In  the 
Farmers'  Bulletin,  Home  and  Garden,  or  Leaflet  series. 

Presentation. — Popular,  nontechnical. 

Format. — Flexible. 

DiKtribution. — Free  to  selected  groups  of  professional 
and  technical  workers,  educators,  libraries,  and  other 
cooperators  ;  on  sale  by  the  Superintendent  of  Documents. 


Agriculture  Handbooks 

Purpose. — To  publish  manuals  of  information  on  agri- 
culture and  home  economics  needed  by  professional  or 
technical  workers  in  these  fields. 

Audience. — Primarily  professional  or  technical  worlters 
in  agriculture  and  related  fields. 

Content. — Reference  or  working-tool  information,  in- 
cluding guides,  specificationsf,  glossaries  of  terms,  and 
lists  of  plants  and  animals. 

Presenta  tion. — Flexible. 

Format. — Flexible. 

Distribution. — Free  to  selected  groups  of  professional 
or  technical  workers  and  key  libraries;  on  sale  by  the 
Superintendent  of  Documents. 


Technical  Bulletins 

Purpose. — To  publish  substantial  original  contributions 
to  scientific  or  technical  knowledge  so  that  this  knowledge 
may  be  available  for  adaptation,  demonstration  and  use 
in  the  laboratory,  on  the  farm,  or  in  the  factory. 

Audience. — Primarily  scientists,  specialists,  and  ad- 
vanced students. 

Content.— VsuaWy  the  full,  final  report  of  a  research 
project  or  of  a  major  segment  of  a  large  research  project ; 
material  carrying  the  highest  scientific  authority. 

Presentation. — Scientific  report  style. 

Format. — "Document"  size  (.5%"  x  9Va"). 

Distribution. — Limited  free  distribution  to  scientists 
and  specialists  in  the.-fieid  and  to  key  libraries,  etc. ;  on 
sale  by  the  Superintendent  of  Documents. 


Marketing  Research  Reports 

Purpose. — To  make  available  semitechnical  or  semi- 
IKipular  information  resulting  from  marketing  research. 

Audience. — Professional  and  technical  workers  in  agri- 
culture and  related  fields,  especially  those  concerned 
with  transporting,  processing  and  marketing  farm  prod- 
ucts. 

Content. — Reports  of  marketing  research,  including 
reports  on  less  complete  research  projects  than  are 
reported  in  the  Technical  Bulletin  series. 

Presentation. — Popular  or  semitechnical  with  emphasis 
on  the  application  of  the  information  in  the  marketing  of 
farm  products. 

Format. — Flexible. 

Distribution. — Lnmlted  free  distribution  to  professional 
and  technical  workers,  trade  and  commodity  interests,  and 
specialized  operators  and  growers:  key  libraries,  etc.;  on 
sale  by  the  Superintendent  of  Documents. 


Production  Research  Reports 

Purpose. — To  make  available  semitechnical  or  semi- 
popular  information  resulting  from  production  research. 

Audience. — Professional  and  technical  workers  in 
agriculture  and  related  fields,  especially  those  concerned 
with  the  production  of  farm  products. 

Content. — Reports  of  production  research,  including  re- 
ports on  less  complete  research  projects  than  are  reported 
in  the  Technical  Bulletin  .series. 

Presentation. — I'opular  or  semitechnical  with  empha- 
sis on  the  application  of  the  information  in  the  production 
of  farm  products. 

Format. — Flexible. 

Distribution. — Limited  free  distribution  to  professional 
and  technical  workers,  trade  and  commodity  interests,  and 
specialized  operators  and  growers ;  key  libraries,  etc. ;  on 
sale  by  the  Superintendent  of  Documents. 


Utilization  Research  Reports 

Purpose. — To  make  available  semitechnical  or  semipop- 
ular  information  resulting  from  utilization  research. 

Audience. — Professional  and  technical  workers  in  agri- 
culture and  related  fields,  especially  those  concerned  with 
utilization  of  farm  products. 

Content. — Reiwrts  of  utilization  research,  including  re- 
ports on  less  complete  research  projects  tha-n  are  reported 
in  the  Technical  Bulletin  series. 

Presentation. — Popular  or  semitechnical  with  emphasis 
on  the  application  of  the  information  in  the  utilization  of 
farm  products. 

Format. — Flexible. 

Distribution. — Limited  free  distribution  to  professional 
and  technical  workers,  trade  and  commodity  interests, 
and  specialized  opernturs  and  growers;  key  libraries,  etc.; 
on  sale  by  the  Superintendent  of  Documents. 


Soil  Survey  Reports 

Purpose. — To  publish  the  findings  of  soil  surveys. 

Audience. — Professional  and  technical  workers  in  agri- 
culture and  soil  science  and  farmers  in  the  areas  sur- 
veyed. 

Content. — Reports  of  soil  surveys,  including  soils  maps, 
soils  descriptions,  productivity  estimates,  management 
suggestions,  and  technical  discussions  of  the  soil  morph- 
ology and  relation  of  soils  to  the  major  soil  groups. 

Presentation. — Nontechnical  except  for  discussion  of 
soil  morphology. 

Format. — Flexible. 

Distribution. — Limited  free  distribution  by  the  Depart- 
ment to  professional  and  technical  workers  and  key 
libraries  ;  free  distribution  by  Members  of  Congress  under 
U.  S.  C.  44,  section  290 ;  on  sale  by  the  Superintendent 
of  Documents. 


Forest  Resource  Reports 

Purpose. — To  publish  economic  information  on  forest 
resources. 

.iudicnce. — Forest  products  industry  managers,  persons 
interested  in  economic  planning.  Federal,  State,  and  local 
government  agencies. 

Content. — Information  on  forest  resources,  including 
inventories,  data  on  utilization  of  the  resources,  and 
requirements  for  forest  products. 

Presentation. — Technical  report  style  but  as  readable 
as  possible  to  facilitate  use  by  the  layman. 

Format. — Flexible. 

Distribution. — Limite^  free  distribution  to  State  for- 
estry agencies  ;  forestry  schools ;  forest  industries  ;  Fed- 
eral, State,  and  local  government  agencies ;  and  key 
libraries;  on  sale  liy  the  Superintendent  of  Documents. 


Statistical  Bulletins 

Purpose. — To  publish  needed  statistics  on  agriculture 
obtained  and  compiled  as  part  of  the  Department's  work. 

Audience. — Professional  and  technical  workers  and 
groups  in  agriculture,  business,  industry,  and  education. 

Content. — Statistics  on  such  subjects  as  production, 
movement  from  the  farm,  receipts  at  principal  markets, 
reshipments,  farm  and  market  prices,  exports  and  im- 
ports, production  of  foreign  countries,  and  foreign-market 
prices. 

Presentation. — Largely  tabular. 

Formal.— Flexible,  but  usually  7%"  x  10V4". 

Distribution. — Limited  free  distribution  to  professional 
and  technical  workers  and  libraries ;  on  sale  by  the 
Superintendent  of  Documents. 


Yearbook  of  Agriculture 

Purpose. — To  make  available,  on  the  basis  of  need  and 
interest,  an  authoritative  and  comprehensive  treatment  of 
research  developments  on  an  important  agricultural  sub- 
ject. 

Audience. — Farmers,  agricultural  students  and  instruc- 
tors, workers  in  agriculture  and  others. 

Content. — Comprehensive  information  on  a  particular 
agricultural  subject  from  research  specialists  in  the  De- 
partment, Land-Grant  Colleges,  and  other  cooperators. 

Presentation. — Popular,  with  a  minimum  of  technical 
material  so  as  to  facilitate  use  by  farmers. 

Format. — Book. 

Distribution. — To  Congress  as  specifically  required  by 
law  on  the  basis  (since  193.S)  of  ri50  to  each  Senator  and 
certain  Senate  oflicers,  and  400  to  each  Representative 
and  certain  House  officers.  Department  distribution 
(usually  12,000  copies)  is  limited  to  workers  in  the  De- 
partment and  to  certain  liliraries,  educational  institutions, 
cooperating  State  extension  and  experiment  station  work- 
ers; on  sale  by  the  Superintendent  of  Documents  to  all 
others. 

Program  Aids 

Purpose. — To  publish  information  as  needed  on  current 
programs  of  the  Department  in  order  to  further  the  pur- 
poses of  these  programs. 

Audience. — Individuals  affected  by  the  programs. 

Content. — Information  on  programs  of  individual  agen- 
cies or  several  agencies,  or  programs  of  a  Department- 
wide  nature. 

Presentation. — Concise,  popular,  readable. 

Format. — Flexible. 

Distribution. — Free,  immediate,  and  widespread  to  those 
concerned. 


Service  and  Regulatory  Announcements 

Purpose. — To  publish  information  as  needed  in  the  en- 
forcement and  administration  of  regulatory  acts. 

Audience. — Professional  and  technical  workers  in  agri- 
culture; State  ofiicials ;  i>ersons  in  business  and  industry 
concerned  with  the  subject  matter  of  the  announcements. 

Content. — Notices  of  judgment,  decisions,  and  other  in- 
formation which  it  may  be  necessary  to  publish  in  the  en- 
forcement of  regulatory  acts. 

Presentation. — Technical  or  legal. 

Fonnat. — "Document"  size  (.">%"  xSVs"). 

Distribution. — Free  distribution  to  professional  and 
technical  workers.  State  oflicials,  and  persons  who  need 
to  be  reached  in  the  administration  of  regulatory  acts; 
certain  announcements  may  be  suitable  for  further  distri- 
bution on  sale  by  the  Superintendent  of  Documents. 

Note. — The  issuance  of  Service  and  Regulatory  An- 
nouncements will  not  preclude  the  publication  in  other 
forms  of  notices  of  judgment  or  quarantine ;  or  decisions, 
orders,  or  other  announcements  that  require  immediate 
publication  or  are  necessary  for  the  proper  enforcement 
of  regulatory  acts. 


Miscellaneous  Publications 

Purpose. — To  publish  essential  information,  including 
special  reports,  not  adapted  to  Inclusion  in  any  one  of 
the  other  Department  series. 

Audience. — Depending  on  the  specific  publication. 

Oo«*cn(.— May  include  special  reports,  directories, 
catalogs,  bibliographies,  reference  lists,  and  other  ma- 
terials which  do  not  readily  fit  into  one  of  the  other 
series. 

Prescn  tation. — Va  ri  able. 

Format. — Flexible. 

Distribution.— VlanneA  to  suit  the  specific  publication, 
and  including  wherever  possible  sales  by  the  Superin- 
tendent of  Documents. 


? 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Office  of  Information 
Washington 


Januaiy  3*  1956        ^^f<^mD  , 

1^  IV1AR28:C53 


INFORMATION  MExMORANDUM  NO*  l8 


Subject:    Identification  of  Illustrations  in  Department  Publications 

We  have  mancr  requests  from  newspapers,  magazines,  other  publications, 
and  the  publio  for  photographs  and  copies  of  drawings  used  in  our 
publications.    Oftentimes  it  is  a  real  problem  in  trying  to  fill 
these  requests  to  identify  the  illustration  and  know  vdiere  the  nega- 
tive or  drawing  is  located*    Accordingly  we  plan  to  adopt  a  new 
procedure  to  help  meet  the  requests  for  illustrations.    This  new 
procedure  will  be  effective  starting  February  1,  1956 5  but  of  course 
we  will  welcome  your  cooperation  in  adapting  to  it  even  before  that 
dateo 

(1)  For  every  USDA  photograph  or  color  transparency  submitted 
for  publication,  for  >diich  the  negative  is  on  file  in  the  Washington 
area,  will  you  please  indicate  the  negative  number  on  the  legend  sub- 
mitted with  the  manuscript.    We  will  plan  on  running  this  number  in 
small  type  beneath  the  illustration  in  the  publication. 

(2)  For  every  photograph,  chart  or  drawing  for  v^ich  a  negative 
is  not  on  file  in  the  Division  of  Photography,  Office  of  Information, 
will  you  please  furnish  the  Photographic  Division  with  information  on 
the  source  of  the  illustration  and  location  of  negative  or  drawing. 
Kindly  send  this  information  as  soon  as  the  publication  comes  off  the 
press,  submitting  with  the  information  a  marked  copy  of  the  publication. 
Whenever  possible,  you  may  want  to  make  copy  negatives  for  the  central 
file. 

(3)  Whenever  photographs  are  used  of  superseded  agency  nsmes, 
the  negative  number  should  be  changed  before  illustration  is  sub- 
mitted for  publication.    The  Division  of  Photography  will  assign  new 
numbers  at  your  request. 

(U)    Each  negative  or  color  transparency  of  a  reproduced  print 
in  a  publication  of  the  Department  is  subject  to  transfer  to  our 
Division  of  Photography  if  such  illustration  is  the  property  of  the 
Department*    Each  agency  should  see  that  all  publication  negatives 
are  forwarded  to  the  Division  of  Photography,  Office  of  Information, 
to  be  maintained  in  the  central  departmental  file. 


Director  of  Information 


urn  TED  STAOIES  V^ABXMT  OP  AGRICULOIDEB 
Office  of  Infomation 
Washiagtoa 


Aagust  16«  1957 

IIOORMATIOH  MMOEAHOT  HO.  19 
Subject:    Eevised  Printing  and  Binding  Regulations,  Ho.  10,  July  1,  1957 

The  Government  Printing  and  Binding  Regulations  No*  10,  effective  July  1,  1957i 
are  substantially  ch^ged  from  previous  issue«o    We  recommend  that  eu^jloyees 
concerned  with  printing  and/ or  printing  and  duplicating  equipment  familiarize 
themselves  with  the  regulations. 

Following  are  some  of  the  more  iii5)ortant  changes: 

Title    1:  Definitions 


Page 

1 

-  Par. 

1 

-  Printing 

Page 

1 

-  Par. 

2 

-  Duplicating 

Page 

3 

-  Par. 

7 

Contract  Pield  Printing 

Title  II:  Equipment 

Page 

5 

-  Par. 

10 

-  Disposal  of  Surplus  ^uipment 

Title  IV:  Joint  Committee  on  Printing  Report  Forms 

Page 

19 

-  Par. 

U5 

-  J. CP.  Form  Ho.  2  (Contract  Field  Printing) 

PRINT INa 


Previous  regulations  defined  as  printing  the  typing  of  camera  copy,  which 
is  done  "by  typists  in  many  agencies.    The  new  regulations  removes  this 
from  the  printing  classification. 


DUPLICATIHG 

The  major  change  in  the  definition  of  duplicating  is  (l)  maximum  size  of 
equipment  is  reduced  from  lU"  x  20"  to  10"  x  15";  (2)  items  consisting  of 
a  single  page  will  not  exceed  2,500  production  units  and  items  consisting 
of  multiple  pages  will  not  exceed  15»000  production  units  in  the  aggregate 
(previous  regulations  allowed  25,000  production  units  in  the  aggregate); 
(3)  Duplicating  installations  "are  not  authorized  to  print  from  plates 
made  from  photomechanical  negatives  and/or  exposure  f ramee, 


CONTRACT  FIELD  PRINTING 

The  change  is  the  elimination  of  "(h)  plants  of  other  departments  to 
which  reimbursement  is  made."    The  contract  field  printing  limitation  now 
applies  only  to  printing,  binding,  and  blank-book  work  procured  from 
commercial  concerns- 
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Printing  or  axtxiliary  eqig^lpment  (procurement  of  which  was  approved  "by  the 
J. CP.)  valued  in  excess  of  $100.00  must  be  reported  to  tiie  Public  Frinter 
on  forms  furnished  by  the  Committee,  equipment  valued  less  than  $100.00 
can  be  disposed  of  without  prior  approval  and  reported  to  the  Committee 
through  the  Office  of  Information  within  30  days  after  disposal  action  has 
been  completed.    Procurement,  transfer,  and  disposal  of  nonprinting  or 
duplicating  equipment  does  not  have  to  be  reported. 


Reports  will  be  made  semi-annually  instead  of  tpoarterly.    Also  agencies 
are  no  longer  required  to  submit  samples  bat  mast  have  saii?)les  available  if 
J. CP.  wishes  to  see  them. 


Page  17,  Paragraph  36  of  the  regulations  precludes  the  furnishing  of  any 
publication  for  free  distribution  to  any  private  individual  or  private 
organization  in  lots  to  exceed  50  copies  unless  the  cost  thereof  is  less 
than  $10.00  without  prior  approval  of  the  Committee.    The  Office  of 
Information  has  been  granted  an  exception  to  this  regulation  and  may 
'approve  the  furnishing  of  up  to  2,500  copies  to  cooperators  of  the  Depart- 
ment for  redistribution  in  instances  where  such  redistribution  3s  justified. 
Monthly  reports  in  detail,  however,  must  be  furnished  the  Committee  by  the 
Office  of  Information. 

In  instances,  where  an  agency  finds  it  desirable  to  furnish  publications  in 
quantities  of  more  than  50  copies  or  the  cost  is  in  excess  of  $10.00  to  a 
cooperator,  a  request  for  approval  should  be  submitted  in  duplicate  to  the 
Chief  of  Publications,  Office  of  Information.    This  request  ^ould  be  in 
detail,  and  should  cite  the  name  and  address  of  the  cooperator,  the  number 
and  title  of  the  publication,  the  number  of  copies  to  be  furnished,  the 
distribution  or  use  to  be  made  of  the  publication  by  the  cooperator,  how 
the  interests  of  the  Department  or  the  Government  will  be  served  by  such 
distribution,  and  related  supporting  information. 

Titles  3  and  5  of  the  Department's  Administrative  Regulations  will  be  re- 
vised to  include  these  changes. 

Any  questions  concerning  this  memorandum  should  be  directed  to 
Mr,  H.  E.  Goodrich,  Chief,  Printing  Section,  Division  of  Publications, 
Office  of  Information,  Ext.  59^3;  also,  copies  of  the  revised  Printing  and 
Binding  regulations  can  be  obtained  from  the  Printing  Section. 


JOINT  COMMITTEE  OE  PEIlITIlirG  POEM  2  (COIITSACT  FIELD  PEimFG) 


PUELICATIONS,  PEEE  DISTRIBUTION 


(y    J.  H.  McCormick 

Acting  Director  of  Information 


UNITED  STATES  DEPARTI.IEMT  OF  AGRICULTURE 
yy\  33*  Office  of  Information 

Ylashington 


Lb       ■    •  L»-;{/-;i.  r^L-UOPD 


oc;  1 


U.  S.  OEPARTMENT  OF  AGWCULTURE  \ 

August  20,  19S8 


j 


BTFOK-'IATIOIT  lEl^OSilllUH  I'D*  19,  SUP-PLHIEITT  1 

Subject:    Revised  Government  Printing  and  Binding  Regulations  No.  11,  July  1, 
1958 

The  Government  Printing  and  Binding  Regulations  No.  11,  effective  July  1,  1958, 
include  a  number  of  changes  from  the  previous  issue.    We  recommend  that  employees 
concerned  mth  printing  or  duplicating  and  equipment  procurement  familiarize 
themselves  mth  the  Regulations. 

Following  are  some  of  the  important  changes  in  these  regulations: 

Title  I:  Definitions 

Page  1  -  Par.  2  -  Duplicating 
Page  1  -  Par.  3  -  Printing  Plant 

Title  III!    General  Provisions 
Page  15  -  Par.32-  Paper,  Standardization  of; 
Page  17  -  Par.37-  Publications,  Identification  of; 

Page  18  -  Par,It2- Stationery:    Sizes,  Quality,  Weight,  Printing  There-on,  etc. 

Title  IV:    Report  Forms 
Page  19  -  Par.U5-  JCP  Form  No,  1 

Title  V:    Contract  Field  Printing 
Page  21  -  Par.52~  Authorization;    Page  21  -  Par.  53  -  Annual  Statement  of  Cost 

Our  Comments  on  These  Changes  Are: 

DUPLICATING 

The  definition  is  changed  to  read:    ''not  to  exceed  5^000  production  units  shall 
be  produced  of  any  page  and  that  items  consisting  of  multiple  pages  will  not 
exceed  15,000  production  units  in  the  aggregate."    (Previous  Regulations  limited 
single  page  items  to  2500  production  units). 

PRINTBIG  PLANT 

Revised  Regulations  eliminate  the  "A"  and  "B"  printing  plant  classification. 
The  new  designation  will  be  simply  "printing  plant." 


standardization  of  Paper,    The  Congressional  Joint  Committee  on  Printing  con- 
siders the  preparation  of  paper  standards  or  specifications  in  connection  -with 
procurement  by  any  department  as  duplication  and  T/Taste  in  public  printing  and 
binding  and  directs  that  such  preparation  be  discontinued.    This  change  should 
have  little  or  no  effect  upon  this  Department* 

Identification  of  Publications.    All  documents  and  publications  printed  at 
Government  expense  shall  have  printed  thereon  the  name  of  the  branch,  bureau, 
department  or  office  of  the  Government  issuing  the  same.    If  copies  are  for 
sale,  the  selling  price  and  where  obtainable  shall  also  be  shown.    The  main 
change  in  this  requirement  is  that  it  now  applies  to  all  such  items  "printed 
at  government  expense"  instead  of  the  previous  wording  "printed  for  public 
distribution  by  the  Government  or  at  Government  expense" 

Imprints.    Previous  regulations  required  imprints  on  printed  matter  produced 
in  Qovernment  plants  or  procured  commercially.    Current  regulations  eliminate 
this  requirement. 

Stationery.    Page  18,  Paragraph  1+2  of  the  Regulations  directs  attention  to 
Bureau  of  the  Budget  Circular  No,  A-33  and  supplements  thereto.    An  important 
excerpt  from  Circular  A-33  follows: 


Letterheads 

Size;    8"  x  $|",    8"  x  7",  8"  x  10|".    No  other  sizes  shall  be  used. 

Grade  and  Weight  of  Paper:  (1)  50^  rag  bond,  32  lb.  substance  weight; 
{2)  25%  rag  bond,  kO  lb.  substance  weight;  or  (3)  sulphite  bond,  kO  lb. 
substance  weight. 

Color:   White  shall  be  standard. 

Printing;    Printing  shall  be  in  either  black  or  blue  ink. 


JCP  Form  No.  1    -  Page  19  -  Par.  k5  -  JCP  Form  No.  1  has  been  revised  and  shall 
be  used  for  summarizing  work  done  by  all  printing  plants  (except  plants 
primarily  concerned  in  map  or  chart  reproduction). 

Contract  Field  Printing.    Page  21  -  Par.  52 -$3*    These  Paragraphs  remove  the 
previous  monetary  limitation  on  contract  field  printing.    Agencies  can  expend 
from  appropriated  funds  necessary  amounts  for  contract  field  printing  without 
limitations.    The  definition  of  field  printing  and  the  method  and  time  for 
reporting  are  unchanged.    The  Office  of  Information  v/ill  submit  the  "Annual 
Statement  of  Cost"  using  the  2  semi-annual  reports  (Form  JCP-2)  received  from 
the  Department's  agencies. 

Titles  3  and  $  of  the  Department's  Administrative  Regulations  will  be  revised 
to  include  these  changes. 

Any  questions  concerning  the  memorandum  should  be  directed  to  Lir.  H.E.  Goodrich, 
Chief,  Printing  Section,  Division  of  Publications,  Office  of  Information, 
Extension  5983;  also  copies  of  the  revised  Printing  and  Binding  regulations 
can  be  obtained  from  the  Printing  Section.      )     y  /  ^  / 


J.  K.  McClarren 

Acting  Director  of  Information 


i   I  ^  R  A  R  Y 

UNITED  STATES  IJEPftOTMENT  OF  AGRICULTURE  ;l  HlCORD 

Office  of  Infomation 
Washington 


NOV  9 -1959  i, 


OctoT3er  2g,  1959 

U.  S.  OtPARTiViENT  Of  AGRICULTURE 


INFORT/IATION  LffiMORANDUI^  NO.  19,  SUPPLEMENT  2 

Subject:    Revised  Government  Printing  and  Binding  Regulations  No.  12,  J\ily  1, 
1959 


The  Government  Printing  and  Binding  Regulations  No.  12,  effective  July  1,  1959, 
contain  fev  changes  that  affect  the  operations  of  the  Department  of  Agriculture. 
This  memorandum  is  issued  to  take  care  of  inquiries  that  have  arisen  about  these 
changes . 

All  employees  of  the  Department  concerned  mth  printing  or  duplicating  and 
equipment  procurement  are  urged  to  familiarize  themselves  vith  the  Regulations. 


DUPLICATING 


A  change  of  parti CTilar  interest  to  agency  field  offices,  including  Beltsville, 
(but  not  of  concern  to  offices  in  VJashington  or  the  field  using  authorized  print 
ing  plants  such  as  the  Office  of  Plant  and  Operations  facility  in  the  South 
Building)  is: 

Page  1  -  Title  I:    DEFINITIONS.  Par.  2  -  Duplicating.    The  definition  is 
changed  to  read:  "Provided,  that  not  to  exceed  5,000  production  units 
shall  be  produced  cf  any  page  and  that  items  consisting  of  multiple  pa^es 
will  not  exceed  25,000  production  units  in  the  aggregate." 

Previously  the  regulations  limited  multiple-page  items  to  15,000  production 
units.    Under  the  revised  regulation,  if  two  or  more  pages  are  included 
in  an  item,  the  total  of  permissible  production  units  is  raised  by  10,000; 
for  example,  where  a  run  of  only  3^000  copies  of  a  5-pa'ge  item  was  allowed 
before,  now  a  run  of  5,000  copies  of  a  5-pa'ge  item  is  in  order. 


PAPER  STANDARDIZATION 


A  change  that  has  resulted  in  several  questions  follows: 

Page  l6  -  Par.  32  -  Paper,  S tandardi zation  of.    The  paper  specifications 
and  standards  mentioned  in  this  paragraph  concern  agencies  that  prepare 
specifications  and  make  formal  contracts  for  paper  procurement.  Agencies 
of  the  Department  usually  procure  paper  from  the  Goveinment  Printing  Office, 
the  General  Services  Administration,  and,  in  occasional  small  quantities, 
on  the  open  market.    Therefore,  this  regulation  should  have  little  or  no 
effect  on  this  Department. 

Any  questions  concerning  this  memorandum  should  be  directed  to  Mr.  H.  E.  Goodrich, 
Chief,  Printing  Section,  Publications  Division,  Office  of  Information,  Extension 
5983-    Most  agencies  already  have  copies  of  the  revised  Printing  and  Binding 
Regulations.    Single  copies  are  still  available  at  the  Printing  Section. 


R.  Lyle  Webster 
Director  of  Information 


o 

iraiTED  STiffiES  DEFM1MEKT  OF  AGRICULTURE 
Office  of  Infoimation 
Washington 


April  9.  1959 


INFORMATION  MEMORANDbiyi  NO.  20,  SUPPIEMSNT  1 
Subject:    Agency  Requests  for  Reimbursable  Work  to  be  Perforriied  by  HIF. 


Information  Memorandum  No.  20  is  hereby  cancelled.  The  requirement  to 
furnish  an  extra  copy  of  each  request  for  work  is  no  longer  necessary » 


R.  Lyle  Webster 
Director  of  Information 


-  ^  B  H  A  y" 
★    APR  g  9  1959  ^ 

y.  S.  OEPARTMENT  OF  AGRICUITUIE 


UITITED  STATES  DE■pART^«T  OF  AGRICULTURE 
Office  of  Information 
Washington 


May  26,  1959 


BIFORMATION  MEMORAMDUM  NO.  21 


Subject:    Revised  Definition  of  Periodical  Publication. 


Purpose .    This  memoranduiTi  is  issued  to  promulgate  a  revised  definition  of 
periodical  publications  in  the  Department.    (See  3  AR  131a.)    This  revised 
definition  will  be  incorporated  into  revisions  of  Title  3  of  "the  Admin- 
istrative Regulations  in  the  near  future. 

Policy.    The  employee  nevs  bulletin^  USDA^  is  the  channel  far  S^^^^^l 
formation  to  all  employees.    Directives^  important  program  information; 
advice  of  changes  in  prograras^  or  other  communications  to  staff  from  an 
agency  head  or  director  of  a  major  division^  may  be  effected  through 
circ^JLlar  letters  in  memorandum-like  form.    Agencies  using  such  letters 
at  successive  operational  levels  should  avoid  duplication  in  subject 
matter  or  distribution. 

Management  purposes  can  be  fulfilled  effectively  by  use  of  bulletins 
issued  only  as  needed,  rather  than  by  establishing  a  periodical  series 
which  often  results  in  the  inclusion  of  ineffective  "filler"  text  or 
illustrations ;  or  other  waste  of  space . 

Periodical  definition.    For  purposes  of  departmental  administration 
periodicals  will  hereafter  be  defined  as  follows : 

Periodical.    Periodicals  are  official  publications  issued 
semiannually  or  oftener  for  distribution  to^  or  reading  or  use 
by,  the  public,  other  agencies,  or  employees;  and  which  are 
issued  semiannually  or  oftener  with  continuing  policy  as  to 
format,  specifications^  content,  and  purpose.    This  definition 
is  all-inclusive  as  to  periodical  publications,-  but  does  not 
include  materials  such  as  administrative  letters,  circular 
letters,  memoranda,  press  and  radio  releases,  intermittent 
notices,  regulations,  opinions,  decisions,  and  instructions; 
nor  does  it  include  management  bulletins  issued  irregularly  on 
incentive  awards,  safety,  or  similar  subjects  aimed  at  stimuJ.ating 
program  or  management  improvements .    Such  bulletins  may  be 
consecutively  numbered  for  reference  purposes;  but  not  given 
volume  and  other  periodical  designation.  I    L  i  A'  i\~~^^r~r:"~ 


In  applying  this  definition  the  Department  groups  periodicals 
in  three  categories  as  follows : 


Category  1«    Formal  printed  periodicals  are  those  printed 
publications  issued  semiannually  or  oftener  for  the  purpose 
of  disseminating  useful  information,  with  continuing  policy 
as  to  format,  specifications,  content,  and  purpose;  subject 
to  formal  approval  of  the  Bureau  of  the  Budget,  and  not 
included  under  the  two  categories  below. 

Category  2.    Statistical  periodicals  are  those  agency 
periodicals  primarily  or  exclusively  statistical,  with  some 
text  interpreting  the  statistics  included  in  one  or  more 
issues.    This  includes  outlook  and  situation  reports  and 
narrative  reports  of  crop  conditions  or  progress^  estimates 
of  production  or  marketing,  and  similar  data. 

Category  3*    Other  periodicals .    This  group  includes  all 
other  periodicals  issued  in  the  Department. 

In  general  the  employee  news  bulletin,  USDA,  serves  as  a 
departmental  vehicle  for  transmitting  official  information 
of  interest  to  employees  and  information  about  programs 
and  work  of  the  Department.    Separate  agency  employee 
periodicals  are  prohibited. 

Effect  of  revised  definition.    This  definition  continues  the  present 
prohibition  of  agency  employee  news  bulletins,  of  the  nature  of  "house 
organs,"  but^  by  exclusion,  allows  use  of  irregular  bulletins  for 
management  purposes,  such  as  promotion  of  incentive  awards,  safety, 
and  management  improvement.    Under  this  definition  management  bulletins 
and  administrative  letters  will  not  be  subject  to  prior  approval  by  the 
Office  of  Information. 

Advance  approval  of  periodicals.    Agencies  proposing  to  establish  a  new 
periodical  must  obtain  approval  therefor  in  writing  from  the  Office  of 
Information . 


K 


R.  Lyle  Webster 
Director  of  Information 


